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Administrative Staff Council
Agenda
September1,1994
1:30p.m.
1. Call to Order

2. ApprovalofMinutes
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3.Reports
Amendments
Internal Affairs
External Affair~
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-4-.-N-e-w-Busffiess- Small group brainstorming of 1994-95 issues and goals"
5. Good of the Order
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Please Note: The issues and concerns attached will be the basis for our brainstorming session. We will
consider theses issues as high priority, low priority or no priority in order to develop our goals for the
year. This list has been developed based on last year's goals and input from administrative staff this
summer.
Also attached is an executive summary about the hiring of the Mercer Group to conduct job analysis and
compensation for your information. Hopefully, we will have more information on this by the October
meeting.
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ADMINISTRATIVE STAFF COUNCIL MINUTES

september 1, i994
Members Present Kathy Arrowsmith, Ann Betts, Bryan Benner, Robert Carlisle, Cindy
Colvin, Dave Crooks, Pat Green, Sharon Hanna, Lema Hess, Susan
Hughes, Greg Jordan, Pat Kania, Barb Keeley, Pat Koehler, Marcia
Sloan Latta, Joe Luthman, Gail McRoberts, Amy O'Donnell, Ed
O'Donnell, Judy Pascalis, Jacqueline Daley-Perrin, Diane Regan,
David A Stanford, Gary Swegan, Denise Van de Walle, Duane
Whitmire, Jeanne Wright, Mary Beth Zachary
Members Absent
Who Sent·
Substitutes

Kurt Thomas for Brad Browning, Cathy Swick for Lauren Mangili,
Deb Knigga for Penny Nemitz, Teresa McLove for Deb Wells

Members Absent

Steve Barr, Marilyn Braatz, Judy Donald, Jeffrey Grilliot, Judy
Hartley, Rich Hughes, Ken Kavanagh, Barry Piersol, Tonia Stewart,
Jack Taylor, Sabrina White

Guest

John C. Moore

The meeting was called to order at 1:35 p.m. by chair, Pat Green.
Approval of Minutes
Teresa McLove moved, Bryan Benner seconded, and the June 2nd minutes were
approved as distributed.
Chair's Report
The November 3rd meeting will start with lunch at 12:15 in Founders Courtyard. The
actual meeting will also be there.
Today's meeting was in a little different format. After basic business we broke into small
groups to develop the ASC annual goals.
A compilation of each small groups goal list will be done for the next meeting.
Chair-Elect Report
We still need volunteers to help with the September 24th Open House. Call Bryan
Benner, 372-7642.

Guest Speakers
John Moore made two announcements. The Professional Development Training is up
coming. The Mercer Group, a job analysis and compensation study group, will start soon.
Secretary's Report
Barb Keeley proposed and .Diane Regan seconded that the internal and external affairs
committees be made permanent committees. The amendment passed unanimously.
Committee Reports
Ad Hoc External Affairs
Dave Stanford summarized the projects his committee has been involved in.
Ad Hoc Internal Affairs
Amy O'Donnell discussed the proposals her committee has to increase the effectiveness ·
of the ASC. The pre-council lunches and orienting new council members were discussed.
Others
Marcia Latta encouraged everyone to help promote the September 24th Open House.
She has brochures highlighting the days events which can be used.
Meeting adjourned at 3:15p.m.
The next meeting is October 6th in the Alumni Room. Come for lunch at 12:15-1:15. If
you can't make lunch, the meeting starts at 1:30 p.m.
·
Respectfully Submitted,
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ASC Executive Committee Agenda
· Tuesday, September i3, 1994

1. Winter Reception
2. Updates:
Mercer
Child Care
University Open House
Professional Development Institu;:±r .<:.-'Personnel Issues - ._,._....f-'-'-"-""··-l .h.~
""
Presidential Search
ASC Minutes Distribution
3. Request to speak at Trustees meeting
3. Development of Goals
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Bowling Green State University

Administrative Staff Council
Bowling Green, Ohio 43403-0373

September 16, 1994

Memorandum

·V{iv{"

To:

ASC Executive Committee

Fromo

Pat G<een

We have changed our meeting location for most of the meetings this year. Ed 0' Donnell has been kind
enough to reserve Club 57 in Founders for us. We should have more room over there. The revised
schedule is as follows:

1994
September 27
October 11
October25
November 8 & 22
December13
December27

noon-1 :00 p.m.
noon-1:00 p.m.
noon-1:00 p.m.
noon-1:00 p.m.
noon-1:00 p.m.
noon-1:00 p.m.

Club 57
Club 57
Club 57
Club 57
Club 57
University Union Canal Room

noon-1:00 p.m.
noon-1:00 p.m.
noon-1:00 p.m.
noon-1:00 p.m.
noon-1:00p.m.
noon-1:00 p.m.
TBA

Club 57
Club 57
Club 57
Club 57
TBA
TBA
TBA

1995
January 10 & 24
February 14 & 28
March 14& 28
April 11
. April 25
May9 &23

June

Marshall Rose will be at our next meeting so be prepared to talk about the presidential search process.
Also we will hopefully finalize our goal! See you on the 27.

PG:aaf

Administrative Staff Council
Bowling Green, Ohio 43403-0373

September 21, 1994

Memorandum
To:

Suzanne Crawford, Dean
Continuing Education

,

?~) 00

From: Pat Green, Chair
Administrative Staff Council

On behalf of the Administrative Staff Council Executive Committee, I want to thank you for your
efforts in the development of a day care center for the University. We are hopeful that the funding
will come through from the state, and that an addition to the WSOS facility will become a reality.
The Executive Committee also recommends the formation of an advisory committee representative of
all constituents to assure quality programming and access for all university groups. This could be an
ongoing group similar to the health care task force.
If we can help in any way as the day care issue moves forward, please let me know. Thank you again.

PG:aaf
cc: ASC Executive Committee
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Bowling Green State University

Office of the President
Bowling Green, Ohio 43403-0010
(419) 372-2211
Fax: (419) 372-8446

MEMORANDUM

TO:
FROM:
DATE:

September 23, 1994

Bowling Green State University is planning to implement a job analysis
and compensation program for the administrative/professional staff. The
University has requested and received a proposal from William M. Mercer,
Inc., Columbus, ohio to assist in the design and implementation of the
job analysis and compensation program for the administrative staff.
Presently, the University has no formal process in place for analyzing
and evaluating administrative/professional staff positions.

-rA_,

The program will include the following items as part of the project:
Development of job specific information on all the
approximately 450 administrative job titles within the
University.

·l

7

~

Development of job descriptions tailored to meet the
University's needs as well as complying with appropriate laws
(EEO, ADA, etc.).

hnvtvd£.

Determination of appropriateness of job titles and making /
changes as necess~
I

j

'it:_U

~ 0,

Development of a customized point factor methodology td measure ~~~A~~~;~ 7
the value of each administrative/professional staff position on ~~
an objective ba~.
Compilation of market salary data and_development of~
compensation structure tailored to Bowling Green State
University's unique needs and c-ircumstances.

i:idalysis·\;'~··a~eqt~ne

.
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Preparation of a final report ouflining~~tudy ~thodology to
include documentation and recommendations ~; sinr from this
project.
,,
.I

. .,

~~~'~ 1

Development of
necessary individual)
compensation costs and job ti~llf'a(· ·•..s>.tment.
.
/

We will start in September with a projected completion ~ate of June,
1995. Your cooperation and assistance is greatly appreciated.

.1

flllb ;.._ (_A.d"-- ~ nufht_
·~ W- S--1~

· ~,.,

09/27/94

08:47

"ft419 372 6069

PHOTOCHEM SCI

ilJOOl/001

Goals 1994-95
DRAFT

Fax#

1. Participate in the Mercer Group's job analysis and c:ompensation study for administrative staff.

2. Seek ways to ensure consistent application of polic:ies relating to the welfare of adntinisttative staff
across vice presidential and presidential lines, including annual performance evaluations, merit
evaluations, salary adjustments, etc. Continue active participation in development of standard
performance evaluation procedure for all administrative staff.
3. Continue participation in planning for a university-based day care center; pursue establislunent of an
advisory c:oll'Ui'littee to assure quality programming and access for all university constituent groups.
Pursue Firelands needs for day care. Examine dependent/ elder care (long range).
4. Pursue implementation of a clear po~ and procedure for addressing wage issues: market
adjustments, promotion. equity adjustments, gender inequities, etc.. Distribute the approved procedures
to all staff.

5. Sec:ure an overall salary and benefit paclcage that ranks BGSU's administrative staff in the number
four position or higher statewide. Review and make recommendatiOn$ on futute distribution of salary
pool with particular attention to how the merit and aa-oss-the-board percentages are split.
6. Address issues related to increased worldoads, e.g., development of interim/acting appoitttment pay
scales and the possibility of alternative means of
compensation/recognition

'7. Work with Personnel on the issue of Administrative Staff fringe benefits with a view to equalizing
some benefits among employee groups e.g., examine consistency of policy with regard to maternity
leave, unpaid leave, family leave, benefits for couples when both are employed by the university.
8. Establish procedures within ASC for handling policy proposals within an appropriate time frame
including those which require Administrative Council action; establish a mechanism for follow"up
including determination when to drop a proposal.
9. Expand communication links among administrative staff; explore potential for e-mail, interest
groups, networks for staff members of similar expertise or interest; find ways by which administrative
staff can help one another in the workplace; examine ways to improve representative I COI\$tituent
contact including the way Council electiOn$ are held.
10. Seek to establish professional development funds to allow for staff participation in professional
development opportunities.
11. Examine staff development leave potential and develop recommendations/ criteria for paid
professional leave for administrative staff.
12. Continue to raise funds to meet the goal of $35,000 or more for the scholarship corpus.

SEP 27 '94

09:50

419 372 6069
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Bowling Green State University

Administrative Staff Council
Bowling Green, Ohio 43403-0373

September 26, 1994

Memorandum
To:

Dr. Les Barber, Executive Assistant
to the President

From:

Pat Green [)
Chair

'\.A
V

On behalf of the Administrative Staff Council Executive Committee, I would like to request that the
Board of Trustees allow the chairs of all constituent groups to report at the regular Board meetings.
Since there are Constituent Reports on the agenda, it seems logical that all five groups represented
should have an opportunity to briefly report with the members of the Board. This also would enhance
the concept of shared governance.
From a personal perspective I found when I did my interviews last year for the Non-Academic Functions
Committee, there was an attitude among staff in general that they were regarded as "second class
citizens" and not acknowledged for their hard work. Unfortunately, small things like not speaking at
Board meetings reinforces this kind of attitude. Reporting to the Board would send a positive statement
to staff that they are recognized individually and as a group.
Thank you for your consideration.

PG:aaf
cc: ASC Executive Committee
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ASC Executive Committee Agenda
Tuesday, September 27,1994

1. Presidential search - Marshall Rose

~ .~ . W L
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2. Goals
3. Agenda for next ASC meeting - conflict with Board Meeting
4. Updates
·
Scholarship campaign - Ken Frisch offer to speak to Council .- ()........._,_._ l()t...t_
Computer list/ gopher
Mercer
.
Nov meeting -Pres coming/ also to lunch ~~ ~.........5. CUPA study- Walt and Tim -11 Wednesday- Barry not in town who can go
..,. .. --K

6. Other business
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Bow ling Green State University

Personnel Services
100 College Park Office Building
Bowling Green, Ohio 43403-0370
(419) 372-8421
Fax: (419) 372-2920

September 30, 1994
ANNOUNCEMENT LETTER TO

ADMINISTRATIVE STAFF
Dear Bowling Green State University Administrative Staff:
Bowling Green State University is committed to a fair and equitable job evaluation system as the basis for recognizing
the relative value of jobs to the institution's operation. This commitment is particularly important as technological
advancements and modem systems create new and different jobs and dramatically affect the ways in which we
perform traditional ones.
Over the next several months, we will be conducting a detailed study of the job evaluation system for our
Administrative/Professional staff. To assist us in this study, we have retained the services of William M. Mercer,
Incorporated (Mercer), a leading human resource management consulting firm with a very strong background in higher
education.
Your understanding of the University's efforts to maintain a fair and equitable job evaluation program is important; it
is just as important for you to understand what will not result from the study. We would like to emphasize these

~~=

~
Regardless of the outcomes of job evaluations, no one will receive a reduction in;;, as a result

of;;:;:study.

Although some jobs may be re-evaluated, there is no guarantee that any employee will receive a pay increase
as a result of the study.
This study will investigate job content, not employee performance.

This is not an efficiency study; consequently, we will not be reviewing staffing levels within departmen~ and
operating uni~.
The initial and most critical step of the study will be to document the content of each of the jobs to be included in the
system. In order to obtain this detailed information, you will be requested to complete a survey instrument which will
address all components of your job. This effort to obtain a fair and accurate representation of all jobs as they are
actually being performed will be important to the ultimate success of the project. On Tuesday, October 11, two
sessions will be held, one at 11:00 a.m. and one at 1:30 p.m. in 113 Paul J. Olscamp Hall, Mercer will conduct
these communication sessions to answer questions and concerns, but more importantly, instructions will be given for
the completion of a questionnaire. This questionnaire must be completed and returned to Personnei Ser.rices by
all administrative staff in order to complete this task,.

The job evaluation study is a significant undertaking for Bowling Green State University. We appreciate your
cooperation and assistance in this important endeavor.
Sincerely,
BGSU Administrative Staff Job Analysis Committee
John C. Moore
Bryan Benner
Rob Cunningham
Pat Green
Linda Hamilton
Barb Keller
Shirley Colaner

Pat Patton
Walt Montenegro
Duane Whitmire
Norma Stickler
Teri Sharp
Randy Sokoll
Karen Woods

Presidential Search Committee
Bowling Green State University
P.O. Box 127
Bowling Green, Ohio 43403

Bowling Green State University

;:(

i

October 4, 1994

MEMORANDUM

TO:

Deans, Chairs, Directors

FROM:

C. Ellen Connally, Chair
Presidential Search Committee

RE:

Open Forum- Friday, October 14

flllNv-

(})J;n {,gwfl~ • Q

On October 14,1994,11:00 a.m. -12:30 p.m. and 1:00-2:30 p.m., the Presidential Search

Committee will host an open forum in Olscamp Hall at which time it would be happy
to receive any comments you wish to make regarding desirable characteristics of the
next President of Bowling Green State University and/ or directions the University
should pursue during the course of the next decade. Your input is most important to
· the search committee in preparing a detailed presidential profile to be used in
evaluating candidates. We encourage you to submit a written statement of your
comments and make an oral presentation to the committee.
A copy of "General Information for Candidates, Nominators, and Nominees" is enclosed
for your review.
Presentation times for the open forum are being allocated on a first come, first serve
basis. Please contact Deb Magrum at 372-2214 for more details and to reserve a time.

dmm
enclosure

.
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Administrative Staff Members
Ad Staff Council
invites you to
join your friends
for lunch
Thursday, October 6
12:15-1:15

Alumni Room
No Agenda-Just Talk
Pick up a lunch in the Falcon's Nest
and take advantage of the coupon below.
New staff members are especially encouraged to attend!

Detach and Give to Cashier
THE FALCONtS NEST LOVES ADMINISTRATIVE STAFF
Enjoy 25% OFF any lunch items purchased between 12 noon-1 PM
October 6, 1994
Please print your name

Campus Address

Signature

THE FALCON'S NEST LOVES ADMINISTRATIVE STAFF

l'f
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Administrative Staff Council
Agenda

l

October 6, 1994
1:30 p.m. University Union Alumni Room

1. Call to Order

2. Introduction of Substitutes
(Possible Guest Speaker from Mercer)

3. Approval of Minutes
4. Chair's Report
5. Chair -Elect Report

6. Secretary's report
7. Committee Reports
Bylaws
External Affairs

lntemal Affairs
Personnel Welfare
Profe-)Sioni'.! Develootnent

Salary
Scholar• hip
8. New Business

9. Good of the Order

•

IS
Administrative Staff Council Chair's Report
Thursday, October 6, 1994
Job Analysis
The Mercer Group has been hired to conduct a job analysis of all administrative staff positions.
The goal of the study is to establish consistent titles and pay ranges for administrative positions. Each
position will be evaluated. This is a great opportunity to rectify the inequities in titles and pay. To
guarantee success each administrative staff person must participate. Please let your constituents know
it is extremely important to attend one of the meetings on October 11 and to take a great deal of time
filling out the evaluation instrument. The steering committee representing the vice-presidents,
president, ASC, Personnel Welfare and Personnel Services will be working closely with Mercer to insure
the best possible outcome.
Child Care Facility
The Board of Trustees will vote tomorrow on a draft of a contract with WSOS to build a facility
on University property as a family development/head start program. The lease calls for a separate
agreement with the University to take care of child care needs for the faculty, staff and students. From
what I understand this will be contingent on the University obtaining state funding. We should know
more on the funding situation later in the semester.
Presidential Search Committee
Marshall Rose met with the Executive Committee and updated us on the search. A very general
ad has been placed in The Chronicle. The committee is formulating a leadership statement which is a
more detailed position description. We have already submitted a leadership statement on behalf of
administrative staff. It is possible there may be some forums for constituent groups to talk further with
the committee about the statement. The process has been very open; each time the committee meets I
have been informed by memo of the date and place of the meeting.
Computer Communication
Fifty people are on the discussion list. We are beginning to get some discussion going and
feedback on various issues. Please encourage your constituents to contact Deb Wells to sign up. Also we
now have a folder on Gopher. So far the minutes of the last meeting and goals are on it. Soon the
constituent network and handbook will be on it.
Open House
Congratulations to Marsha for a job very well done. Also thanks to Bryan for organizing
administrative staff. Thanks to all staff members who volunteered for either an Information Booth or
balloons.
CUPA
Bowling Green submitted our CUPA data last week. Thanks to Bob Waddle for filling in to help
compile the information.
Personnel Issues
Bryan and I are meeting on a regular basis with John Moore to keep in touch and up to date on all
the various issues. If anyone has a specific item of concern, we will be glad to take it to John and try to
get it resolved.
Performance Evaluation
The committee has been asked to evaluate a draft of an evaluation form and get feedback to
John so the next meeting can be set up. It is the intention of Personnel to have a standard form approved
by January. ASC will have a chance to approve the form before it goes to Ad Council.
November Meeting
Will be in Founders. President Olscamp will join us for lunch at 12:15 and speak at the meeting.
Please plan to be at lunch and encourage your constituents also.

)b

ASC Goals 1994-95

•

Participate in the Mercer Group's job analysis and compensation study for administrative staff.

•

Seek ways to ensure consistent application of policies relating to the welfare of administrative
staff across vice presidential and presidential lines, including annual performance evaluations,
merit evaluations, salary adjustments, etc. Continue active participation in development of
standard performance evaluation procedure for all administrative staff.

•

Continue participation in planning for a university-based day care center; pursue establishment of
an advisory committee to assure quality programming and access for all university constituent
groups. Pursue Firelands needs for day care. Examine dependent/ elder care (long range).

•

Pursue implementation of a clear policy and procedure for addressing wage issues: market
adjustments, promotion, equity adjustments, gender inequities, etc.. Distribute the approved
procedures to all staff.

•

Secure an overall salary and benefit package that ranks BGSU's administrative staff in the number
four position or higher statewide. Review and make recommendations on future distribution of
salary pool with particular attention to how the merit and across-the-board percentages are split.

•

Address issues related to increased workloads, e.g., development of interim/ acting appointment
pay scales and the possibility of alternative means of compensation/ recognition.

•

Work with Personnel on the issue of Administrative Staff fringe benefits with a view to equalizing
some benefits among employee groups e.g., examine consistency of policy with regard to maternity
leave, unpaid leave, family leave, benefits for couples when both are employed by the university.

•

Establish procedures within ASC for handling policy proposals within an appropriate time frame
including those which require Administrative Council action; establish a mechanism for follow-up
including determination when to drop a proposal.

•

Expand communication links among administrative staff; explore potential for e-mail, interest
groups, networks for staff members of similar expertise or interest; find ways by which
administrative staff can help one another in the workplace; examine ways to improve
representative/constituent contact including the way Council elections are held.

•

Seek to establish professional development funds to allow for staff participation in professional
development opportunities.

•

Examine staff development leave potential and develop recommendations/ criteria for paid
professional leave for administrative staff.

•

Continue to raise funds to meet the goal of $35,000 or more for the scholarship corpus.

•

Participate in presidential search process on behalf of administrative staff.

Approved ASC Executive Committee 9/27/94
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ASC Goals 1994-95

)

•

Participate in the Mercer Group's job analysis and compensation study for administrative staff.
PWC

•

Seek ways to ensure consistent application of policies relating to the welfare of administrative
staff across vice presidential and presidential lines, including annual performance evaluations,
merit evaluations, salary adjustments, etc. Continue active participation in development of
standard performance evaluation procedure for all administrative staff. PWC

•

Continue participation in planning for a university-based day care center; pursue establishment of
an advisory committee to assure quality programming and access for all university constituent
groups. Pursue Firelands' needs for day care. Examine dependent/ elder care (long range). PWC

•

Pursue implementation of a clear policy and procedure for addressing wage issues: market
adjustments, promotion, equity adjustments, gender inequities, etc. Distribute the approved
procedures to all staff. PWC

•

Secure an overall salary and benefit package that ranks BGSU's administrative staff in the number
four position or higher statewide. Review and make recommendations on future distribution of
salary pool with particular attention to how the merit is awarded i.e. dollar amount vs. percentage
split. SALARY

•

Address issues related to increased workloads, e.g., development of interim/ acting appointment
pay scales and the possibility of alternative means of compensation/recognition. PWC

•

Work with Personnel on the issue of Administrative Staff fringe benefits with a view to equalizing
some benefits among employee groups e.g., examine consistency of policy with regard to maternity
leave, unpaid leave, family leave, benefits for couples when both are employed by the university.
PWC

•

Establish procedures within ASC for handling policy proposals within an appropriate time frame
including those 'which require Administrative Council action; establish a mechanism for follow-up
including determination when to drop a proposal. INTERNAL AFFAIRS/EXEC

•

Expand communication links among administrative staff; explore potential for e-mail, interest
groups, networks for staff members of similar expertise or interest; find ways by which
administrative staff can help one another in the workplace; examine ways to improve
representative/constituent contact including the way Council elections are held. INTERNAL
AFFAIRS

•

Seek to establish professional development funds to allow for staff participation in professional
development opportunities. PROFESSIONAL DEVELOPMENT

•

Examine staff development leave potential and develop recommendations/criteria for paid
professional leave for administrative staff. PROFESSIONAL DEVELOPMENT

•

Continue to raise funds to meet the goal of $35,000 or more for the scholarship corpus.
SCHOLARSHIP

•

Participate in presidential search process on behalf of administrative staff. EXEC

Approved ASC Executive Committee 9/27/94
Approved Administrative Staff Councill0/6/94

ADMINISTRATIVE STAFF COUNCIL MINUTES
October 6, 1994
Bryan Benner, Brad Browning, Cindy Colvin, Wayne
Colvin, Dave Crooks, Jacque Daley-Perrin, Judy Donald, Pat
Green, Sharon Hanna, Judy Hartley, Lona Hess, Greg Jordan,
Patricia Kania, Ken Kavanagh, Barb Keeley, Patricia Koehler,
Joseph Luthman, Lauren Mangili, Gail McRoberts, Amy
O'Donnell, Diane Regan, Denise Van De Walle, Deb Wells, Sabrina
White, Duane Whitmire, Jean Wright

Members Absent
Who Sent
Substitutes

Norma Stickler for Kathy Arrowsmith, Peggy Russell for Marilyn
Braatz, Chris Taylor for Rich Hughes, Deb McLaughlin for Marcia
Latta, Doreen Bateson for Ed O'Donnell, Beverly Stearns for Mary
Beth Zachary

Members Absent

Steve Barr, Ann Betts, Robert Carlisle, Jeffrey Grilliot, Penny
Nemitz, Judy Paschalis, Berry Piersol, Tonia Stewart, Gary
Swegan, Jack Taylor,

Call to Order
The meeting was called to order at 1:35 p.m. by Chair, Pat Green.

Approval of Minutes
Dave Crooks moved, Lona Hess seconded, and the minutes were approved as distributed.

Guest Speaker

John Moore

The professional Development Institute is far along in the planning stages. Applications
will be out soon.
Mercer Study- No one will lose salary and probably only a few will receive an increase as a
result of the study. There will be an appeals committee that will be composed of
administrative staff members. No change in title will be made until a job is vacant and
posted. There are 26% of administrative staff that have the title of director! Everyone is
encouraged to return their questionnaire. There is a three week tum around time and each
employee must have their superior and their supervisor's superior sign off on the
questionnaire.

Chair Report
Pat Green turned over the meeting to Greg Jordan as she and Bryan Benner had to attend
The Board of Trustee committee meeting.

c1/
ASC Goals 1994-95

•

Participate in the Mercer Group's job analysis and compen$ation study for administrative staff.

•

Seek wa~ to.~fi:nsure consistent application of policies relating to the welfare of administrative
staff acro55
presidential and presidential lines, including annual performance evaluations,
merit evaluations, salary adjustments, etc. Continue active participation in development of
standard performance evaluation procedure for all administrative staff.

•

Continue participation in planning for a university-based day care center; pursue establishment of
an advisory committee to assure quality programming and access for all university constituent
groups. Pursue Firelands needs for day care. Examine dependent/ elder care (long range).

•

Pursue implementation of a clear policy and procedure for addressing wage issues: market
adjustments, promotion, equity adjustments, gender inequities, etc.. Distribute the approved

m

procedures to all staff.

•

•

Secure an overall salary and benefit package that ranks BGSU's administrative staff in the number
four position or higher statewide. Review and make recommendations on future distnbution of
salary pool with particular attention to how merit is awarded i.e. dollar amount vs.
percentage split.
Address issues related to increased workloads, e.g., development of interim/ acting appointment
pay scales and the possibility of alternative means of compensation/ recognition.

•

Work with Personnel on the issue of Administrative Staff fringe benefits with a view to equalizing
some benefits among employee groups e.g., examine consistency of policy with regard to maternity
leave, unpaid leave, family leave, benefits for couples when both are employed by the university.

•

Establish procedures within ASC for handling policy proposals within an appropriate time frame
including those which require Admiitistrative Council action; establish a mechanism for follow-up
including determination when to drop a proposal.

•

Expand communication links among administrative staff; explore potential for e-mail. interest
groups, networks for staff members of similar expertise or interest; find Wilys by which
adxninistrative staff can help one another in the workplace; examine ways to improve
representative/constituent contact including the way Council elections are held.

•

Seek to establish professional development funds to allow for staff participation in professional
development opportunities.

•

Examine staff development leave potential and develop recommendations/ criteria for paid
professional leave for administrative staff.

• Continue to raise funds to meet the goal of 535.000 or more for the scholarship corpus.

•

Participate in presidential search process on behalf of administrative !itaff.

Approved ASC Ex.e<:u.tive Committee 9/27/94
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ASC Executive Committee Agenda
October 11, 1994 ,

1. Goals to committee
2. Professional Development Insititute letter
3. St. Vincent Tour
4. Employee Enrichment Day Representative
5. Presidential Search for Presentation Friday
6. Any other good stuff

Bowling Green State University

Administrative Staff Council
Bowling Green, Ohio 43403-0373

October 13,1994

Memorandum
To:

Administrative Staff

A('

~ o-J

From: Pat Green, Chair
Administrative Staff Council
This has been a very busy fall for administrative staff! A lot of exciting things are happening, and I
wanted to update you on the following:
•

Position Analysis Study
The University has contracted with William M. Mercer, Inc. to conduct a title/ compensation
study of all administrative positions with the exception of the vice presidents. This is an essential
study, and one that ASC endorsed last year. It is a great opportunity to accurately title positions
and to place administrative staff in appropriate salary ranges. This study should rectify market
and gender inequities; establish guidelines for titles and salaries for new positions; create position
descriptions for everyone; and establish policies and procedures for promotions and changes in
duties. A steering committee of administrative staff members will be working with the Mercer
Group at various points along the way to make sure the study meets the particular needs of staff at
BGSU. I urge everyone to take the time to complete the survey as thoroughly as possible. This is a
perfect chance to rectify many of our concerns about administrative staff positions. If you have any
questions or concerns as the study proceeds, please contact me, another member of the steering
committee or Personnel. The Personnel Welfare Committee of ASC will also be involved in
monitoring the study. Duane Whitmire, chair of PWC, is on the steering committee.

•

Child Care Facility
The Board of Trustees approved a draft of a lease with WSOS Community Action Inc. to build a
family development/head start facility on University land. A provision of the lease calls for a
separate agreement with WSOS to pursue joint development of a child care facility I program for
University faculty, staff and students. The development of the child care facility is contingent on
the University receiving some state funding for this purpose. The outcome of the funding situation
should be known later in the semester. If funds are available, an addition will be constructed on the
WSOS facility for University child care. The Board of Trustees is committed to negotiating a child
care agreement for BGSU that best serves the interests of students, faculty and staff.

•

Health Care Update
Following is the breakdown of administrative staff in each of the health care plans as of
September 20, 1994: 120 in Plan 1; 8 in Plan 2; 13 in Plan 3; and 258 in the PPO. We have been invited
to spend an afternoon at St. Vincent's Medical Center for lunch and an overview of their programs
and services. Five administrative staff can attend. If you are interested, let me know right away.
No date has been set, but it is expected to be in October.

•

Professional Development Institute
The University, The University of Toledo, and Eastern Michigan University are in the process
of formalizing a Professional Development Institute "to enhance skills in our professional staff that

.::J"f

PROFESSIONAL DEVELOPMENT INSTITUTE PROGRAM
Deadline is fast approaching.... apply today!
MISSION: % tfevefop skj{[s in our professuma{staff tft.at wiff enaofe our respectetf universities to ji{{future senior

management positions from within, with specia{ empfzosis on women ani minorities."
FORMATION OF INSTITUTE: The first formal meeting with Eastern Michigan University, University of
Toledo and Bowling Green University took place at the University of Toledo on April 22nd. Present at the meeting
were the Affirmative Action Officer, Continuing Education Officer, Personnel Officer and the Training Managers of
each University. A mission statement, scope of program and goals were developed.
GOALS OF INSTITUTE:
• To prepare staff for increase management responsibilities.
• To prepare staff to think system wide.
• To prepare individuals for change within higher education systems & external environment.
• To increase the numbers of minorities and women to be considered for upper management positions.
• To prepare staff to handle current position with more comfort and confidence.
STRUCTURE: Institute run by the "steering committee" who developed the program. Each of the three universities has a screening committee who will select ten participants from applications received. The "class" will be made up
of thirty individuals, ten selected from each institution. The class will meet on a quarterly basis, rotating among the three
campuses. Class meetings will consist of three days of concentrated learning activities including evening sessions and
r
~nments. In addition, on-campus activities will be assigned as an extension of these sessions for campus teams to
a-.~•ess a problem/ project.
CLASS MEETING DATES :
(3-days series Thurs., Fri., Sat.)

• Eastern Michigan University location: Mid-Feb. of 1995 & 1996.
• University of Toledo location: July of 1995 & 1996.
• Bowling Green State University location: November of 1995 & 1996.
* Note: The institution will cover the cost of the formal training, travel, lodging, & food according to the BGSU
reimbursement policies (Friday evening meals at own expense). Any personal expenses
incurred (e.g. child care expenses) will not be considered reimbursable.

!!!! CURRICULUl\1

C01".1POt"~TENTS

include:
Academic Governance
Finance and Budgeting
Strategic Planning
Self Management
Career Planning
Negotiating Skills
Public Speaking Skills
Problem Solving
Team Building
Management Skills

.IMELINES
Applications and supportina: documentation for the PDI will be due by December 2. 1994. Applications,
reviews and interviews on each campus are to be completed with the selection of participants by January 6, 1995.
If you have not received an application (forms were distributed October 24th), contact the Personnel Office at 372-8421.

ID~~'t ~n~~ t~n~ ~PlD~riun~nty

t~ ~ppliyf

"Ifie Professiona!'Devefopment Institute foffows some of the guiifefines set forth in the !fina{
~port of the !l{pn-.9lcat{emic :Functions Committee,

sucli as:
1.
Increase colla6oration witfi other institutions. One
of the recommendations is J'l mechanism for information atuf
training sfwuftf oe esta6fisfietf witli other universities atuf coffegesll .
2.
Professiona!'Devefopment. J'lnother recommetufation of
the committee, crz!ie Personne{ Office sfwuftf oe
supportetf in its efforts to tfevefop career patfis atuf aevefopment opportunities
for staff atuf to ma~ it easierfor staff mem6ers to appfy for interndpositions.
Opportunities sucli as :J{igfter 'Eiiucation Institute,
r:1Jrr"t'l/j 6"-ing lnfnmu't{.clirm(tf 61! irrstlf!tf:i1Jtrfl!i0P.r{ 11
'1fie colla6oration of the tfiree universities is agooa iiea, out more importantfy, the Professiona{
'Devefopment Institute wfiicli wi{[ affow empfogees to perform oetter in their current positions or to
prepare tfiem for a position tfiey can reafistical!y aspire to in the future, is one wfiicli I etuforse."
.....PaufJ. Ofscamp,
Presitfent
It

'l!iere fuzs oeen a fong-statufing nedfor professiona! tfevefopment opportunities for the
University's Mministrative staff, atuf I am tfefiglitei tfiat pfans for the cooperative institute are
nowfirm. I encourage aaministrative staff mem6ers to appfy for the institute.
....'Eloise 'E. Cfarl(_
o/ice Presitfentfor .9lcat{emic J'lffairs
It

II

I /iave oeen a strong supporter ofProfessiona!'Devefopment for empfogees for many gears. I am a
firm oefiever tfiat the onfy wag to compete in totfags rapitffy moving teclinofogies is tfirougli continuing professiona! eiucation. I oefieve we /iave tfevefopea an opportunity for our empfogees wfiicli is
unparaffefet[ at 'B.(j.S. U .. 'I!iis joint cooperative effort oetween 'Eastern :Micliigan, University of
'Iofetfo atuf 'Bowfing (jreen State University wi{[provitfe an (!)(_ce/lent opportunity for aaministrative staff mem6ers in their professiona{growth. I /iig/ify encourage eve'!Jone w/io fuzs an interest in
en/iancing their persona!sKJ!f.s atuf improving their empfoga6ifity to ta~ advantage of tliis opportunity. Just a fittfe time tfiroug/i a sefj nomination mag pag off many times over in gour future. 'Do
not fet tliis opportunity pass gou 6gt. 11
....!i(poert L. :Martin, ~
o/ice Presitfent ofOperations
It

ttI encourage a{{staff to e)(pfore tfie possi6ifities to participate in tliis program. '1fie opportunity to
improve professiona!atufpersona!sKJ!f.s is invafua6{e atuf will not onfy oenefit tfie itulivitfua£ out
willcertainfy oenefit the stutfents w/iom we serve. 11
.....'Elf 'Wiiippfe,
o/ice Presitfent for Stuient J'lffairs

For more information, contact John C. Moore, Executive Director of
Personnel Services at 372-2259 or Jeanne Wright at 372-8302.

Administrative Stat£ Council

Agenda
1:30p.m.
~over.nber311994

Founder's Courtyard

1. Call to Order
2. Introduction of Substitutes
3. Guest Speaker: Paul J. Olscamp
4.

Approval of Minutes

S. Chair's Report

6. Chair -Elect's Report
7. Secretary's Report

7Conuni~~~s;
(.
External Affairs
Ferrari Award
Internal Affairs
Personnel Welfare
Professional Development
Salary
8. Old Business
9. New Business

10. Good of the Order
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Pat Green
Administrative Director
Ctr. for Photochemical Sciences

ASC Chair's Report
Thursday, November 3, 1994
1. Presidential Search Committee

On October 14, I made a presentation before the Presidential Search Committee on behalf of
the administrative staff. The following qualities were emphasized:
•

Experience in higher education with evidence of an understanding of the wide range of issues that
face faculty, staff and students and a demonstrated understanding of the issues specific to a public
institution. We also feel very strongly that the next president should have an earned Ph.D.

•

Strong commitment to shared governance by actively seeking the participation of all constituent
groups in decision making.

•

Understanding of the implications of the technological explosion and a commitment to make the
changes necessary to assure that the entire university community has the technology necessary to
carry out the instructional mission.

•

Willingness to work with staff in support of professional development opportunities. Employment
in an institution of higher education necessitates that learning should be an ongoing process.

•

Commitment to develop and implement university training opportunities identified in the nonacademic functions report.

•

Leadership in developing a strategic plan involving all constituents to reexamine and focus the
mission of the University to BGServesU.

These qualities were compiled from the input of administrative staff this past summer. I appreciate
the open process of the search and the inclusion of constituent groups to participate in the process.
2. Standard Performance Evaluation
The committee met on October 25 to consider a proposed evaluation instrument. The ASC
Executive Committee and other members of administrative staff had the opportunity to review the
instrument and felt it did not meet the varied needs of staff. It was suggested at the meeting to contact
the Mercer Group to see if they have any samples we can evaluate. The Mercer Group has been
contacted by Personnel and is forwarding a performance evaluation form for the committee to look at. It
has also been suggested by members of administrative staff that focus groups of staff members have the
opportunity to provide feedback on any proposed instrument we might consider.
3. Representation at Board of Trustee Meetings
This year both the chair and chair-elect of ASC and CSC have been invited to attend the
committee meetings. In addition, ASC requested that we be allowed to present a report at the general
meetings with the rest of the constituent groups. This has been approved beginning with the December
meeting. All groups will now be allowed to speak to the Board.
4. Presidents Panel
On October 27, I attended the President's Panel which is required to meet twice a year. USG,
GSS, Faculty Senate, CSC, ASC, Vice President Whipple, Vice President Clark and Dr. Suzanne
Crawford were present. Time was spent talking about the computer situation on campus brought up by
USG. The President updated the group about implementation of the non-academic functions report. He
indicated changes have been made in the registrar's office; an admissions task force has been formed; a
student affairs task force has been formed; some services will be moved to the same location to provide
better service; and mandatory supervisory training will be implemented. He also indicated he is
opposed to the Mercer Study since it will put people in boxes and lock in salaries once a person reaches
the top of the range. Dr. Crawford presented data on the International Education Committee grant
awards.

-------~-~-~~---

--

5. Job Analysis/Mercer Group
A lot of questions have been raised by administrative staff regarding the Mercer Study. Following
are concerns expressed to me that I would like Council to address:
•

Why hasn't the administration told us this study is being conducted as a result of the Department
of Labor audit?

•

Will administrative staff have the chance to meet with representatives of the Mercer Group to ask
questions?

•

Will this be used to eliminate positions?

•

Can I possibly be demoted?

•

Does President Olscamp's commitment to address issues of gender inequity apply to situations that
are discovered by the Mercer Group?

•

How will the final results be presented and what is the timetable?

•

Several persons felt that three weeks was way too short a time to adequately complete the job
analysis. It took some persons from 5-10 hours.

•

The word "staff' used in the analysis needed to be more clearly defined. There is student staff,
administrative staff, volunteer staff and consulting staff.

•

It has been stated that if salary inequities are discovered there is no guarantee that there will be
any adjustments made. How can that be? Will there be a plan created to correct these inequities
over time? If adjustments are made, will the money come from the overall salary pool, thus
reducing everyone's salary?

•

If someone is at the top of the salary range, does that mean that person will not get any increase even cost of living?

•

When persons reach the top of the range, does it mean they will never get an across the board or
merit again?

•

How does a person move within a salary range - by across the board and merit? -by promotion?

•

How does a person move to another category having reached the top of the range?

•

What does the administration hope to achieve by this study? What has the Department of Labor
indicated they want from the University?

•

Can there be focus groups to discuss these issues as the process moves along?

•

Should persons in the process of seeking market/ equity adjustments wait for the outcome of the
Mercer study?
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ADMINISTRATIVE STAFF COUNCIL MINUTES
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Members Present

Kathy Arrowsmith, Bryan Benner, Ann Betts, Marilyn Braatz, Cindy Colvin,
Dave Crooks, Pat Green, Sharon Hanna, Judy Hartley, Lona Johnson, Susan
Hughes, Patricia Kania, Marcia S. Latta, Jospeh Luthman, Gail McRoberts, Ed
O'Donnell, Judy Padschalis, Barry Piersol, Diane Regan, Dave Stanford, Gary
Swegan, Denise Van De Walle, Deb Wells, Sabrina White, Duane Whitmire,
Jeanne Wright, Mary Beth Zachary

Members Absent

AnneN. Saviers for Jeff Grilliot, Gregg DeCrane for Amy O'Donnell, Perry
Franketti for Ann Betts

Who Sent
Substitutes
Members Absent

Steve Barr, Brad Browning, Robert Carlisle, Wayne Colvin, Jacque DaleyPerrin, Judy Donald, Rich Hughes, Greg Jordan, Ken Kavanagh, Barb Keeley,
Patricia Koehler, Lauren Mangili, Penny Nemitz, Tonia Steward, Jack Taylor,

Guest Speaker

President Olscamp

President Olscamp indicated he did not like the idea of the Mercer study. It tended to put people in
boxes. It also created a salary range and once someone reached the top level it was impossible to get a
salary increase without making up additional responsibilities to get into a different category. He said
the Mercer report is being done as a result of a Department of Labor request. In 1986 the Department of
Labor did not like the number of persons with the title of director and the varied salaries. A study was
begun, but dropped through the cracks with the death of the Affirmative Action director. The
President said that those with titles of director have different responsibilities and therefore different
salaries. He indicated he has no intention to implement the results of the study while he is here.
President Olscamp provided council members with a brief summary of the following matters:
•

The NAAF report recommendations have been received. Presently plans are underway to centrally
locate the staff which directly serve students in the Bursar, Financial Aid, and Records offices
within the Administration building. In addition, plans are being made to transfer the
Administration of Custodial Services to the Residential Services area.

•

Concerning the Mercer Study, it was stated that there were no plans to implement any
recommendations from the final report. The President felt that the Mercer Study would force
individuals to manipulate their job description to attain pay increases.

•

Concerning past accomplishments, the President noted the addition of 200 faculty with terminal
degrees, improvement to the Physical Plant, and additions to the library collections as a few
e.xamples that he was proud of.

•

Concerning the on-campus child care facility, it was noted that the project is proceeding with the
WSOS Head Start Program. Additional grant funds would be required to complete the project. It
was felt that the use of student fees would be inappropriate due to the insufficient need by student
population.

The President ended his presentation by thanking all Administrative Staff for their support over the
years.
Ms. Pat Green approved the minutes in the absence of any objectives.

-,-,

--~~-~-~-~l

31
Chair's Report
1. Presidential Search Committee
On October 14, I made a presentation before the Presidential Search Committee on behalf of the
administrative staff. The following qualities were emphasized:
o

Experience in higher education with evidence of an understanding of the wide range of issues that
face faculty, staff and students and a demonstrated understanding of the issues specific to a public
institution. We also feel very strongly that the next president should have an earned Ph.D.

o

Strong commitment to shared governance by actively seeking the participation of all constituent
groups in decision making.

o

Understanding of the implications of the technological explosion and a commitment to make the
changes necessary to assure that the entire university community has the technology necessary to
carry out the instructional mission.

o

Willingness to work with staff in support of professional development opportunities. Employment
in an institution of higher education necessitates that learning should be an ongoing process.

o

Commitment to develop and implement university training opportunities identified in the nonacademic functions report.

o

Leadership in developing a strategic plan involving all constituents to reexamine and focus the
mission of the University to BGServesU.

These qualities were compiled from the input of administrative staff this past summer. I appreciate
the open process of the search and the inclusion of constituent groups to participate in the process.
2. Standard Performance Evaluation
The committee met on October 25 to consider a proposed evaluation instrument. The ASC Executive
Committee and other members of administrative staff had the opportunity to review the instrument
and felt it did not meet the varied needs of staff. It was suggested at the meeting to contact the Mercer
Group to see if they have any samples we can evaluate. The Mercer Group has been contacted by
Personnel and is forwarding a performance evaluation form for the committee to look at. It has also been
suggested by members of administrative staff that focus groups of staff members have the opportunity
to provide feedback on any proposed instrument we might consider.
3. Representation at Board of Trustee Meetings
This year both the chair and chair-elect of ASC and CSC have been invited to attend the committee
meetings. In addition, ASC requested that we be allowed to present a report at the general meetings
with the rest of the constituent groups. This has been approved beginning with the December meeting.
All groups will now be allowed to speak to the Board.
4. Presidents Panel
On October 27, I attended the President's Panel which is required to meet twice a year. USG, GSS,
Faculty Senate, CSC, ASC, Vice President Whipple, Vice President Oark and Dr. Suzanne Crawford
were present. Time was spent talking about the computer situation on campus brought up by USG. The
President updated the group about implementation of the non-academic functions report. He indicated
changes have been made in the registrar's office; an admissions task force has been formed; a student
affairs task force has been formed; some services will be moved to the same location to provide better
service; and mandatory supervisory training will be implemented. He also indicated he is opposed to

the Mercer Study since it will put people in boxes and lock in salaries once a person reaches the top of
the range. Dr. Crawford presented data on the International Education Committee grant awards.
5. Job Analysis/Mercer Group
A lot of questions have been raised by administrative staff regarding the Mercer Study. Following are
concerns expressed to me that I would like Council to address:
•

Why hasn't the administration told us this study is being conducted as a result of the Department
of Labor audit?

•

Will administrative staff have the chance to meet with representatives of the Mercer Group to ask
questions?

•

Will this be used to eliminate positions?

•

Can I possibly be demoted?

•

Does President Olscamp's commitment to address issues of gender inequity apply to situations that
are discovered by the Mercer Group?

•

How will the final results be presented and what is the timetable?

•

Several persons felt that three weeks was way too short a time to adequately complete the job
analysis. It took some persons from 5-10 hours.

•

The word "staff' used in the analysis needed to be more clearly defined. There is student staff,
administrative staff, volunteer staff and consulting staff.

•

It has been stated that if salary inequities are discovered there is no guarantee that there will be
any adjustments made. How can that be? Will there be a plan created to correct these inequities
over time? If adjustments are made, will the money come from the overall salary pool, thus
reducing everyone's salary?

•

If someone is at the top of the salary range, does that mean that person will not get any increase even cost of living?

•

When persons reach the top of the range, does it mean they will never get an across the board or
merit again?

•

How does a person move within a salary range -by across the board and merit? - by promotion?

•

How does a person move to another category having reached the top of the range?

•

What
the administration hope to achieve by this study? What has the Department of Labor
indicated they want from the University?

•

Can there be focus groups to discuss these issues as the process moves along?

•

Should persons in the process of seeking market/equity adjustments wait for the outcome of the
Mercer study?
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Committee Reports;
Personnel Welfare
Personnel Welfare Chair, Duane Whitmire, reported that handbook revisions were moving forward.
Ms. Green thanked Duane and the PWC Committee for their hard work in light of the October
deadlines for handbook revisions.
Internal Affairs Committee
The Internal Affairs Committee reported that luncheons before council meetings were well attended
and encouraged all council members to invite Administrative Staff. Next month luncheon will be in the
Union.
Deb Wells requested that all the staff members will be placed on BGNet. If ASC members do not wish
to be on NET, please contact her. BGNet will improve representation and communication among ASC
members. In addition, all Administrative Staff will be surveyed about how ASC can better meet their
concerns.
Professional Development
Ms. Jean Wright reported that the Professional Development Committee had reviewed the
Professional Development Institute jointly sponsored by BGSU, UT, and EMU. It was commented that
there was a need to more fully understand the linguistics involved with the program. After further
discussion, it was suggested that a memo from Human Resources to Administrative Staff to clarify the
linguistics question would be helpful.
Also, the Professional Development Committee is still seeking program ideas. Please forward ideas to
Ms. Jean Wright.
Salary Committee
Barry Piersol, Chair of the Salary Committee, thanked Bob Waddle for his work on the CUPA Report.
Pat Green thanked all attending and due to the lateness of the hour, the meeting was adjourned at 3:10
p.m.
Respectfully submitted,

Bryan Benner for Barb Keeley
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HEAR YE, HEAR YE
COME ONE, COME ALL!
ADMINISTRATIVE STAFF MEMBERS JOIN YOUR
COLLEAGUES FOR LUNCH

THURSDAY. DECEMBER 1
12:15

to 1:15

University Union Alumni Room
No agenda ... Just Yap

Pick up a lunch in the Falconoa Rest and
receive a 25' discount courtesy of
University Uniona

PLEASE

USE

THE

COUPON

BELOW

12-1-94

NAME

CAMPUS ADDRESS
SIGNATURE

-

GOOD

TODAY

ONLY

WELLNESSDAYINTERESTSURVEY
The BGSU WELLNET committee is making plans for the 3rd Annual Spring Employee Enrichment Day (March 16, 1995). Because this day is for YOU, all
employees of the University Community, we would l~ke to make sure we plan activities of interest to you. Below is a list of a variety of wellness activities. Our
goal is to provide an opportunity for you to be introduced to a new potential hobby, get information on a topic that might make your life a bit more interesting,
manageable, and potentially more exciting.

Which of the following topics would you like to know more about? Please indicate the topics you are interested in and the
format you would prefer, by using the following code
Hands On (HO), Demonstration (D), Information (I)
_Communicating Effectively
Nutrition Education
_ Drug and Alcohol Problems in the Family
Cholesterol Education and Control
_ Fitness on a Busy Schedule
_ Keeping Well on the Road
_ Successful Weight Management
_ Developing a Walking Program
_Being a Wise Health Care Consumer
_Managing Stress Effectively
_ Successful Life Management
_Learning How to Relax
_Heart Smart Cooking
_Preventing Sports Injuries
_Pumping Rubber (Exertubes)
_ Developing a fitness plan
_ Roller blading
_Massage

__Working Parents
__Effective Parenting
_Quilting
_ Calligraphy
__Dealing With an Aging Parent
Karate
__Learning to be More Confident
_Crafts (type: _ _ _ _ _ _ _ _ _ _ _)
_Gardening
__Developing a Healthy Work Station
__Low-Back Pain Prevention
__First Aid
__Osteoporosis
__Chair Aerobics
_Line dancing
_ Memory training
_Biking
_Other (please specify):

Do you have a hobby or skill (either listed above or other) that you would like to share or demonstrate? If so what?
When would you be most likely to attend activities on this day?
_ morning
lunch
afternoon
_ early evening
Please circle ALL the best times: 7am, Sam, 9am, lOam, llam, 1 2pm, lpm, 2pm, 3pm, 4pm, 5pm, 6pm, 7pm, 8pm, 9pm.
Are you:
__ Faculty
Classified
Administrative
Male
Female
Please return ASAP (before December 6), to Jacqueline Daley-Perrin 310 Student Services

.
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Administrative Staff Council
Executive Committee Agenda
Tuesday, November 8, 1994

1. Mercer Group,..-

Ste.c...r1~\ c._~u.f

2. Photocopy lunch flier with minutes
3. Office for ASC

---

4. Developing Procedures for handling policy including when to drop
5. Anything else

Administrative Staff Council
Executive Committee Agenda
Tuesday, November 22, 1994

1. Mercer Tape

2. NAP - Norma to talk at next meeting
3. CSC- Short presentation on BG blanket
4. Health Care
5. January meeting -have standing committee reports

6. Lunch out in Dec.?

Administrative Staff Council
Agenda
1:30 p.m.

December 1, 1994
Alwnni Room, University Union

1. Call to Order

2. Introduction of Substitutes
3. Guest Presentation:

Mary Alice Newnam, CSC

4. Approval of Minutes
5. Chair's Report

6. Chair MElect's Report
7. Secretary's Report
7. Committee Reports;
Amendments
External Affairs
Ferrari Award

Internal Affairs
Personnel Welfare
Professional Development
Salary

8. Old Business
9. New Business

10. Good of the Order
11. Adjourn

ASC Chair's Report
Thursday, December 1; 1994

Health Care Benefits
Over the last few weeks some problems have emerged in the processing of health care
claims. People in Plan 1 have found that some charges are not being covered as they were in the
past year. Blue Cross has a lower reasonable and customary rate than Core Source. The same
situation applies to dental. The Health Care Task Force discussed this and determined those in
Plan 1 should have the same coverage as before regarding reasonable and customary. Also,
dental benefits will be covered as before. People in all plans have experienced some problems
with some procedures previously covered being denied. As the Benefits Office becomes aware of
particular procedures, they are informing Blue Cross to cover these. If anyone has a problem or
a question with any health care claims, please call the Benefits Office. They are doing an
outstanding job of taking care of these problems. I have talked to chairs of CSC and Faculty
Senate and we have decided that we will continue to monitor health care to make sure claims
are processed correctly. Also, it is important to note that benefits for mental health and
chiropractic changed as of January 1, 1994 for everyone.

Mercer Study
The steering committee met with Bob Martin, Nancy Footer, John Moore and Marshall
Rose to look at the questions and concerns that have been generated by the job analysis study. It
was decided that these questions and the answers will appear in the Monitor so everyone will
be informed. Many of the questions will be studied by the steering committee. This committee
will make recommendations to the executive committee for implementation. Bob Martin
emphasized that the Mercer Group is acting only in a consulting capacity and final decisions
will be made by the University. As the process moves along there will be some open forums
with the steering committee and administrative staff.
Non-Academic Functions Implementation
Joyce Hyslop has compiled the status of the recommendations from the NAF committee.
Please feel free to share with your constituents and see if there are any questions that come up.

ADMINISTRATIVE STAFF COUNCIL MINUTES
Thursday, December 1,1994
Members Present

Kathy Arrowsmith, Bryan Benner, Marilyn Braatz, Cindy Colvin, Dave Crooks,
Jacque Daley-Perrin, Judy Donald, Pat Green, Jeffrey Grilliot, Susan Hughes, Lona
Johnson, Greg Jordan, Patricia Kania, Barb Keeley, Patricia Koehler, Marcia S.
Latta, Lauren Mangili, Gail McRoberts, Ed O'Donnell, Barry Piersol, Diane Regan,
Dave Stanford, Jack Taylor, Deb Wells, Duane Whitmire, Jeanne Wright, Mary
Beth Zachary

Members Absent
Who Sent
Substitutes

Gregg DeCrane for Amy O'Donnell and Deborah Knigga for Penny Nemitz

Members Absent

Steve Barr, Ann Betts, Brad Browning, Robert Carlisle, Wayne Colvin, Sharon
Hanna, Judy Hartley, Rich Hughes, Ken Kavanagh, Joseph Luthman, Judy
Paschalis, Tonia Stewart, Gary Swegan, Denise Van De Walle, Sabrina White

Call to Order:
The meeting was called to order at 1:35 p.m .. by Chair, Pat Green.
Approval of Minutes:
Greg Jordan moved, Deb Wells seconded, and the minutes were approved as distributed.
Guest Speaker:
Mary Alice Newnan and Kathy Eninger came and showed the coverlet CSC is selling. They related the
process of planning and developing the coverlet. Coverlets are $50.00. The proceeds of the sale will go into
the esc scholarship fund. They come in three colors: hunter green, blue and brown. They will be available
for Christmas and include a booklet detailing the buildings on the coverlet.
Chair Report:
Health Care Benefits
Over the last few weeks some problems have emerged in the processing of health care claims. People in
Plan I have found that some charges are not being covered as they were in the past year. Blue Cross has a
lower reasonable and customary rate than Core Source. The same situation applies to dental. The Health
Care Task Force discussed this and determined those in Plan 1 should have the same coverage as before
regarding reasonable and customary. Also, dental benefits will be covered as before. People in all plans
have experienced some problems with some procedures previously covered being denied. As the Benefits
Office becomes aware of particular procedures, they are informing Blue Cross to cover these. If anyone has
a problem or a question with any health care claims, please call the Benefits Office. They are doing an
outstanding job of taking care of these problems. I have talked to chairs of CSC and Faculty Senate and we
have decided that we will continue to monitor health care to make sure claims are processed correctly.
Also, it is important to note that benefits for mental health and chiropractic changed as of January 1, 1994
for everyone. Sheila Reisen will contact the Benefits Office to obtain clarification and publish a notice in
the Monitor.

'-

. ..
Mercer Study
The steering committee met with Bob Martin, Nancy Footer, John Moore and Marshall Rose to look at the
questions and concerns that have been generated by the job analysis study. It was decided that these
questions and the answers will appear in the Monitor so everyone will be informed. Many of the questions
will be studied by the steering committee. This committee will make recommendations to the executive
committee for implementation. Bob Martin emphasized that the Mercer Group is acting only in a consulting
capacity and final decisions will be made by the University. As the process moves along there will be some
open forums with the steering committee and administrative staff.
Non-Academic Functions Implementation
Joyce Hyslop has compiled the status of the recommendations from the NAF committee. Representatives
are encouraged to share the list with their constituents and see if there are any questions that come up.
AGFA Committee
Asking for a volunteer to the AGFA committee. This committee requires a 24 hour time commitment divided
on four different days in February and March from 12:00- 6:00 p.m. (February 20, 22, 28 and March 2).
Committee Reports:
Personnel Welfare
Meeting on December 9th to finalize handbook revision proposals.
Professional Development
Have worked to compile a listing of all Professional Development Opportunities on campus. Jeanne
Wright, Shirley Trythall and Pat Patton are collaborating.
Scholarship
The fund drive is going well -over $950.00 has been collected so far.
External Affairs
Working with two student groups to plan a dinner/dance (February 26) for seniors (those over 55 years of
age).
Internal Affairs
Working on a constituent satisfaction survey. Deb Wells is chairing an E-mail sub committee.
Approximately 250 administrative staff are on E-mail.
New Business:
Gift idea, Rec Center break passes are on sale. The cost is $25.00. The hours have been expanded to 11:00
a.m. to 8:00 p.m.
The meeting adjourned at 2:40 p.m.
Respectfully submitted,

Barb Keeley

·'

NON-ACADEMIC FUNCTION PLANNING COMMITIEE
FINAL RECOMMENDATIONS
The major areas of recommendations include a focus on service. human resources function,
process reengineering and benchmarking. and budget and planning.
1.

Need to rally all employees with a focus on providing quality service to improve the teaching.
research. and public service missions of the University.

2.

A stronger commitment must be made to recruiting, training, developing. supervising and
evaluating the University's employees. Further, the human resource functions must be
strengthened in order to give the function more authority and ability to make decisions with a
University-wide impact.

3.

Three major types of training are needed: job-related skills, supervisor/management skills
training, and professional development.

4.

There is an on-going need to review the processes used by the non-academic units with an eye
toward administrative realignment and/or redesign of the processes.

5.

There is a general lack of knowledge about the budgets.

Specific recommendations:
no action

1.

Using the existing mission statement as a base, BGSU should develop a concise mission
statement which should be disseminated to all employees.

no action

2.

Based on the concise mission statement, BGSU should establish a limited number of major
goals to be accomplished to fulfill its mission.

no action

3.

BGSU should expand its long-range planning and evaluation system to include active
involvement of all units on campus.

tl' done

4.

BGSU should establish and support an internal team of experts to facilitate and coordinate
Process Reengineering efforts.

no action

5.

BGSU should establish an incentive program whereby units which save budget dollars through
process reengineering will share in the savings.

tl' done

6.

Benchmarking should become an integral part of planning and process reengineering at BGSU.

discussed
no action

7.

Data collection and analyses functions should be centralized in a strengthened Institutional
Planning and Research Office.

no action

8.

A process to realign budgets should be designed and implemented.

no action

9.

The overhead formula and space charge formula should be reviewed and revised as necessary to
ensure credible and equitable charges.

discussed
w/Moore

10. A pervasive SERVICE BG initiative should be established. Current faculty and staff should be
guided to assess their attitudes, behaviors and performance toward achieving this goal.
Employees should be trained and evaluated on their ability to provide excellent service.

11. The Executive Director of Personnel position should be broadened to encompass Human
will bring
Resources and should report directly to the president, ideally at the vice presidential level.
to attention
of new Pres.
12. BGSU should establish a comprehensive job-related training and development unit which will
determine training needs, design training programs, coordinate delivery of training and evaluate
training efforts.
13. Job-related skills training should be made available to classified and administrative staff.
Employees should be allotted time during the work day to attend the training sessions. Where
appropriate, cross-training should be provided to assure that functions/units operate efficiently
if employees are on vacation, are ill, or are retiring, and to provide an opportunity for employees
to learn additional skills which may prepare them for other positions on campus.
14. The University must institute a plan for maudatocy supervisor training. Every employee
(faculty or staff) who supervises another person should be required to participate in a
management training program that includes, at a minimum, sessions on performance evaluation,
diversity, conflict resolution, communication, interpersonal skills, and budget management.
discussed
w/Moore;
need Task
Force and
budget

15. Every supervisor should be held accountable and be evaluated on his or her effectiveness as a
manager.
16. Effective and timely performance evaluations of every employee must be a primary annual goal
of the University.
The Personnel Office should be supported in its efforts to develop career paths and
development opportunities for staff and to make it easier for staff members to apply for internal
positions. Opportunities such as Higher Education Institute, currently being planned, should
become institutionalized. Skills required for a position should be the determining factor in
hiring and recruitment. This would place emphasis on transference of skills to different
applications within the University rather than searching for people within the University rather
than searching for people with specific task experience.

t/ done

18. More personnel functions and record keeping should be centralized in the Personnel Services
Office. For example, a packet of marketing materials about employment at BGSU should be
developed and sent to all candidates prior to their interviews. The packet should allow for
inclusion of department-specific information.

under
review

19. Interviews and orientation to campus and town need to be consistent and planned to persuade
potential employees that BGSU and Bowling Green are great places to work and live.

t/ No

20. An ombudsperson should be appointed to act on behalf of University staff.

underway

21. Administratively merge the responsibilities of Financial Aid, Registration, and Admissions
under one office, preferably the office of Academic Affairs. Retain the Bursar's Office as a
financial function.

underway

22. Utilizing process reengineering and benchmarking, BGSU should establish a true student
services facility which physically houses Financial Aid, Registration, Admissions, and the
Bursar's Office. Establish a "help desk" in this facility to assist students, families, and other
constituents in finding the appropriate services.

discussed
w/Moore

23. Management in these areas should promote a "customer service" orientation whereby employees
of these units are cross-trained and capable of cross-servicing students and others. Their jobs
should be modified to help them best serve their customers and their job performance
evaluation should be based in part on the level of service that they provide.

Wlderway

24. The central administration should adequately respond to identified instances of ineffective
management which seriously tu1dermine the services provided and the satisfactions of service
recipients. This recommendation is of the utmost importance because of the work environment
established by the managers and is especially evident in the Registrar's Office.

committee
review

25. The Prevention Center, Health Center, The Well and the Counseling Center should be merged
administratively and physically. The working relationship with The Link and the Wood County
Hospital should be enhanced.

committee
review

26. Verify the need to increase the staff of the Counseling Center to meet the National/Professional
Standards on counselor/student ratio (1 counselor per 2,000 students) and provide stronger
linkage between the existing services on campus and in the community. The Counseling Center
should investigate user fees or other methods of obtaining funds to cover costs.

no action

27. To consider additional units/functions for process reengineering: The University Union (food
service) and University Food Operations; space utilization and room scheduling; event ticketing
and ticket purchasing; minority recruitment, retention, and activities; transfer students; and
admissions functions.

on-going

28. All ftu1d raising activities on campus should be coordinated through the Office of Development
to assure a unified front is presented by BGSU to our alumni, donors, and general public.

on-going

29. As part of the long-range planning process, BGSU should reaffirm its public and community
service functions and build stronger ties with the non-university community in northwest Ohio.

tu1der
review

30. The University should establish as a yearly goal a 4.5 million dollar account funded by a
percentage of the fees paid by students for residential services. In addition, it should develop a
management plan which addresses the structural repairs which must be made, a timeliness for
these repairs, concomitant costs, and the accommodations of students who may be displaced as
repairs are made.

Wlder
review

31. The administrators from Physical Plant and Student Services should meet on a continuing basis
to identify and implement alternative methods and processes for delivering quality weekend
custodial services in residence halls.

tu1der
review

32. Establish an account controlled by residential services staff to which students' payments are
deposited and from which funds may be drawn expressly for the purpose of completing the
repairs or replacing damaged furniture or equipment for which the fine was assessed.

no action

33. High priority should be given to strengthening the service capabilities of computing services
and to reorganize it with a service orientation. The recently established help desk concept in
University Computer Service is a good first step in this direction.

t/ No

34. A visionary employee outside of University Computer Services whose job would be to keep
abreast of new computing technologies and systems to best serve the University commtu1ity
should be appointed as a special assistant to the President.

no action

35. Every employee who needs a computer to perform his or her tasks should have one with the
appropriate software, training, and access to electronic mail.

no action

36. Consideration should be given to centralized processing of CUFS-related requisitions, purchase
orders, etc, especially for small offices.

under
review

37. Local customizations of reports from CUFS should continue as a high priority to make the
reports more useful and to cut down on paperwork and manual tabulations.

under
review

38. Retrieval of necessary but currently unavailable reports must be made possible both for those
who are sophisticated computer users and those who are not Staff members trained in Focus
should be made available to assist offices prepare ad hoc reports.

under
review

39. AMS products must continue to receive adequate training support, up-to-date user-friendly
documentation, and support on demand even as Project 90 draws to an end.

no action

40. Although no specific recommendations to outsource services are identified, outsourcing should
remain an option for consideration pending the completion of more detailed reviews (i.e.
process reengineering).

Task
Force

41. A mechanism for information and training should be established with other universities and
colleges to meet the regulatory standards for such bills as HB 308 (Public Employees Risk
Reduction Act).

Task
Force

42. Collaboration in training programs with other postsecondary institutions in the region should be
investigated as the employee training recommendations identified earlier in this report are being
planned.

no action

43. BGSU should explore interinstitutional health care plans with other universities or employee
groups in the area.

no action

44. Collaboration on shared facilities should be nurtured and as technology develops, the effort
. should be expanded as appropriate.

no action

45. BGSU should explore the development of a second, back-up electronic link to Columbus with
the University of Toledo. Both schools would benefit from the alternate line and should share
the cost.

no action

46. Until a state-wide link is developed, BGSU should provide a computer disc with course
equivalencies listed to the advising offices at the schools where the majority of our transfer
students originate.

Task
Force

47. Joint admissions between BGSU and community colleges should be explored.

discussed

48. The new president should establish as a priority a major capital campaign to significantly
increase donations to BGSU.

no action

49. Linkages with corporations for sponsorship of selected activities should be pursued.

Task
Force

50. As a major component of its service orientation, BGSU should make a greater effort to attract
non-traditional students who also promise to become a major source of new revenue. These
efforts should include marketing both on-campus and off-campus courses and programs,
expanding our evening services and classes, and exploring the options of more weekend classes.
Off-campus partnerships with companies and/or communities in northwest Ohio to provide
degree programs to site-bound adult students should be investigated.

no action

51. BGSU should review its policy on competition with local businesses. In light of any policy
changes, BGSU should analyze potential sources for increased revenue, identify the
infrastructure investments that would be required and select areas to test the possibility for
increasing revenues.

no action

52. The University Union is in desperate need of resources to undertake a major renovation. The
University administration should consider allocating more student fee money for University
Union renovation or creatively financing the renovation to make BGSUs student union one of
the top five facilities of its kind in the state.

no action

53. BGSU should consider the retail floor space for the University Bookstore to expand its product
line and increase its profitability. Specific consideration should be given to adding computer
hardware sales to the bookstore.

ADMINISTRATIVE STAFF COUNCIL AGENDA

Thursday, January 4,1995
1:30 p.m.
Alumni Room, University Union

1. Call to Order

2. Guest Speaker-

Dr. Louis Katzner
Associate Vice President for Research
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and Graduate Dean
Chair, Campus Technology Plan Steering ·
Committee
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3. Introduction of Substitutes
4. Approval of Minutes
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5. Chair's Report --- ~LA.A.d._b~
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6. Chair Elect's Report
7. Secretary's Report
8. Committee Reports
Amendments
External Affairs
Ferrari Award
Internal Affairs
Personnel Welfare
Professional Development
Salary
Scholarship
9. Old Business
Proposed Amendment to the By-Laws
Discussion Groups - "Building Community at BGSU"
10. New Business
11. Good of the Order
12. Adjourn

ADMINISTRATIVE STAFF COUNCIL MINUTES
Thursday, January 5,1995

I

Members Present

Bryan Benner, Brad Browning, Wayne Colvin, Dave Crooks, Jacque Daley-Perrin,
Judy Donald, Pat Green, Sharon Hanna, Rich Hughes, Susan Hughes, Lona Johnson,
Greg Jordan, Patricia Kania, Ken Kavanagh, Barb Keeley, Patricia Koehler,
Marcia S. Latta, Joseph Luthman, Lauren Mangili, Gail McRoberts, Judy Paschalis,
Barry Piersol, Dave Stanford, Gary Swegan, Deb Wells, Sabrina White, Duane
Whitmire, Jeanne Wright, Mary Beth Zachary

Members Absent
Who Sent
Substitutes

Gregg DeCrane for Amy O'Donnell, Sharon Strand for Cindy Colvin, Betty Ward
for Diane Regan

Members Absent

Kathy Arrowsmith, Steve Barr, Ann Betts, Marilyn Braatz, Jeffrey Grilliot, Judy
Hartley, Penny Nemitz, Amy O'Donnell, Ed O'Donnell, Jack Taylor, Denise Van
De Walle

Call to Order;

The meeting was called to order at 1:35 p.m.. by Chair, Pat Green.
Approval of Minutes;

Greg Jordan moved, Pat Koehler seconded, and the minutes were approved as distributed.
Guest Spealser;

Joan Morgan and John C. Moore
Chair Report
Resolution for Gary Palmisano

On Tuesday, December 13, 1994 the ASC Executive Committee adopted a resolution in memory of Gary
Palmisano. Framed copies of the resolution were given to Jean Wolf for herself and Gary's family. This
resolution was also distributed to members of the Board of Trustees and sent to the president and all the
vice presidents. The Executive Committee also decided to contribute $50 of the ASC budget to the
memorial fund for Gary. We considered this seed money and hope many other administrative staff will
make contributions. I would like to thank Gregg DeCrane and Greg Jordan for writing the resolution and
Greg Jordan for delivering framed copies to Jean.
Board of Trustees Meeting

On Friday, December 16, 1995 Bryan and I attended the Board of Trustees meeting. Bryan attended the
Finance Committee meeting and I attended the Personnel/Facilities Committee. The major item
approved was the 1995-96 auxiliary improvement projects. This was also the first opportunity that
ASC and esc were permitted to give constituent reports to the Board. I received positive feedback
from several vice presidents.
Following are my comments to the Board:

On behalf of all administrative staff I want to thank you for allowing us representation at both Board
committee meetings, the opportunity to speak at Board meetings and the numerous times you have

allowed us to provide input into the presidential search process. We really feel we have come a long
way this year in being more participatory in shared governance through your generosity.
I am proud to be the chair of Administrative Staff Council, and I am proud to be an administrative
staff employee at Bowling Green. Administrative staff on this campus are productive, bright,
dedicated, active, diverse and most of all we are a lot of fun too!
This year we have been working very hard to open up lines of communication among us- more than half
of us have e-mail accounts and belong to a discussion group on Opie. Our minutes and other documents are
available on the Gopher Server. This has been an effective way to give more staff an opportunity to
provide input on the issues we face. We have had some lively discussions on health care, the Mercer
study, and salary issues. I really feel during these times of change that increased communication has
eased anxiety and has been good for rumor control.
On a solemn note we want to join the entire University community in expressing our shock and grief over
the death of our colleague Gary Palmisano. As busy as he was, Gary found time to be an active member
of ASC and on the Executive Committee. Last Tuesday our Executive Committee adopted a resolution in
honor and appreciation of Gary, which is in your packet and has been delivered to Jean and will be sent
to other family members. We will always remember Gary as "one of the best", dedicated and a role
model for us all.
Thank you again for this opportunity - - have a wonderful holiday season. (End of Board comments)

Health Insurance
John Moore has been personally handling problems that have come up with health insurance. He and
Diana Shamp have been meeting with BCBS regularly. Bryan, John and I have met about health
insurance concerns and will continue to pursue issues. I have talked with Cathy Eninger, esc, and
Dorothy Behling, Faculty Senate, and we have decided to meet in the near future to compare notes on
health care coverage. A continuing concern is Plan 1 and how that will change next year.
Committee Reports;

Personnel Welfare
The Personnel Welfare Committee proposed changes in three areas for the Administrative Staff
Handbook. These changes were discussed at length.
I.

Family and Medical Leave Act (FMLA)
The main change suggested is to allow both spouses (in the case where both work at BGSU)
to take up to 12 weeks of leave each. Currently the policy allows a couple to take off a
total of 12 weeks between them. While a couple could take advantage of other forms of
leave, the committee felt each employee ought to have the same benefit regardless of
whether their spouse works here.
It was also recommended that other leave policies be cross-referenced in this section so
employees will be aware of all their options.

II.

Maternity /Paternity I Adoption Leave
The main change proposed here raises the length of maternity leave from 4 months to 6
months. Much discussion followed about the lack of gender equity in this policy. It was
deCided that the policy would be sent back to PWC for revision to reflect gender equity.
The revision will then be sent to the Executive Council.

5D

III.

Wage Issues
A. Assumption of Additional Responsibilities
A section was developed to spell out the procedure when an employee assumes more
responsibilities either related to a vacancy, a position elimination, or a position
consolidation. The compensation would vary depending on how many additional
responsibilities and employee assumed.(i.e. if 25 percent of the duties were assumed the
individual would be eligible for a 5 percent stipend).
B. Equity Adjustments
This section spells out the procedure to resolve salary inequities between employees.
C. InteriorI Acting Appointments
This section spells out the procedure to be used when an administrative staff member is
being asked to serve in a new capacity.
D. Market Adjustment Guidelines/Market Adjustments
This section is a revision of an existing policy. For market adjustment guidelines it is
suggested that other wage adjustment policies be cross referenced in this section.
The addition in the market adjustment section is that the requests will be in writing.
Personnel Services will do a salary survey and there will be a deadline of July 1st by which
time the employee will be notified of the response to his/her request and the result of the
salary survey.
E. Promotions
This section suggests spelling out in detail how a promotion request should occur.
For more detail on these suggested changes contact your Administrative Staff Council
Representative.

Professional Development
1. Shirley Trythall from Continuing education, Pat Patton from Personnel and Jeanne Wright, chair of ASC
Professional Development have met and compiled a booklet of continuing education opportunities on
campus. All department heads will be sent a copy of the booklet. Those wanting to include an event for the
next booklet should contact Pat Patton.
2. Seventeen individuals applied for the professional development institute. Ten have been selected. The
institute starts February 9th. John Moore was disappointed in the low number of applicants. Some
speculated about why more individuals did not apply - several thought that the next time more will be
known about what the institute entails so more will apply.
University Committees
Telecommunications Advisory -Joan Morgan
1. There are 17 emergency phones on campus
2. We now have direct dialing to Firelands
3. Subcommittee formed on the phone book

Sj

RESOLUTION
WHEREAS, the members of the Administrative Staff Council learned of the death of
Gary Palmisano, Bowling Green State University Head Soccer Coach, on December 8,
1994;and
WHEREAS, Gary Palmisano distinguished himself as a student athlete at Bowling

Green State University as a goalkeeper of the 1972 and 1973 NCAA tournament
representative teams; and
WHEREAS, Gary Palmisano joined the Bowling Green State University staff as a

graduate assistant and assistant soccer coach from 1975-78 and became the second Head
Soccer Coach in history of the program from 1978-94, leading the Falcons to 172 wins
and the 1992 NCAA soccer tournament; and
WHEREAS, Gary Palmisano served as an elected representative from the President's

Area to the Administrative Staff Council from 1990-1993; and
WHEREAS, Gary Palmisano represented his constituents as a member of the Administrative Staff Council Executive Committee from 1990-1993; and
WHEREAS, Gary Palmisano, throughout his tenure at Bowling Green State Univer-

sity, demonstrated a commitment to maintaining the high standards of the University
and its mission; promoted communication and a sense of common purpose and
supported the general welfare and professional development opportunities for
Administrative Staff;
NOW, 1HEREFORE BE IT RESOLVED that the Administrative Staff Council expresses

sincere appreciation for many years of valuable service to Bowling Green State
University and its deepest sympathy and condolences to his wife, Jean, his daughter
Caroline and his entire family; and
BE IT FURTHER RESOLVED that this resolution be entered into the official minutes

of the Administrative Staff Council and a copy be sent to members of his family and
the Board of Trustees of Bowling Green State University.

Pat Green, Chair
Administrative Staff Council

Adopted by Administrative Staff Council
Executive Committee, December 13, 1994

Barb Keeley, Secretary
Administrative Staff Council

,.

University Union Advisory- Wayne Colvin
Main issue has been union renovation.
External Affairs
Plans for dinner dance are finalized. They will be asking for volunteers at the February meeting.
Internal Mfairs
One hundred forty six individuals returned the constituent satisfaction survey.
The meeting adjourned at 3:45 p.m.
Respectfully submitted,

Barb Keeley
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CALLING ALL ADMINISTRATIVE
STAFF MEMBERS!

Please Join Us for Lunch in
the University Union Alumni
Room
Thursday, February 2
12:15 p.m. to 1:15 p.m.

Pick up~ lunch in th~ Falcon's
Nest ~nd r~c~iv~ ~ 25' discount
court~~Y of th~ Univ~rsity Union!
Please use the coupon below -

good today only

2/2/95

----------------------------------------------Name
Campus Address
Signature

College of Health and Human Services
102 Health Center
Bowling Green State University
Bowling Green, Ohio 43403-0280
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ASC Chair's Report
January 5, 1995

,,k?
Resolution for Gary .Palmisano
On Tuesday, December 13, 1994 the ASC Executive Committee adopted {i{~ution in memory of Gary
Palmisano. Framed copies of the resolution were given to Jean Palmisano for herself and Gary's family.
This resolution was also distributed to members of the Board of Trustees and sent to the president and
all the vice presidents. The Executive Committee also decided to contribute $50 of the ASC budget to
the memorial fund for Gary. We considered this seed money and hope many other administrative staff
will make contributions. I would like to thank Gregg DeCrane and Greg Jordan for writing the resolution
and Greg Jordan for delivering framed copies to Jean.
Board of Trustees Meeting
On Friday, December 16, 1995 Bryan and I attended the Board of Trustees meeting. Bryan attended the
Finance Committee meeting and I attended the Personnel/Facilities Committee. The major item
approved was the 1995-96 auxiliary improvement projects. This was also the first opportunity that
ASC and CSC were permitted to give constituent reports to the Board. I received positive feedback
from several vice presidents.
Following are my comments to the Board:
On behalf of all administrative staff I want to thank you for allowing us representation at both Board
committee meetings, the opportunity to speak at Board meetings and the numerous times you have
allowed us to provide input into the presidential search process. We really feel we have come a long
way this year in being more participatory in shared governance through your generosity.
I am proud to be the chair of Administrative Staff Council, and I am proud to be an administrative
staff employee at Bowling Green. Administrative staff on this campus are productive, bright,
dedicated, active, diverse and most of all we are a lot of fun too!
This year we have been working very hard to open up lines of communication among us-- more than half
of us have e-mail accounts and belong to a discussion group on Opie. Our minutes and other documents are
available on the Gopher Server. This has been an effective way to give more staff an opportunity to
provide input on the issues we face. We have had some lively discussions on health care, the Mercer
study, and salary issues. I really feel during these times of change that increased communication has
eased anxiety and has been good for rumor control.
On a solemn note we want to join the entire University community in expressing our shock and grief over
the death of our colleague Gary Palmisano. As busy as he was, Gary found time to be an active member
of ASC and on the Executive Committee. Last Tuesday our Executive Committee adopted a resolution in
honor and appreciation of Gary, which is in your packet and has been delivered to Jean and. will be sent
to other family members. We will always remember Gary as "one of the best", dedicated and a role
model for us all.
Thank you again for this opportunity- - have a wonderful holiday season. (End of Board comments)
Health Insurance
John Moore has been personally handling problems that have come up with health insurance. He and
Diana Shamp have been meeting with BCBS regularly. Bryan, John and I have met about health
insurance concerns and will continue to pursue issues. I have talked with Cathy Eninger, CSC, and
Dorothy Behling, Faculty Senate, and we have decided to meet in the near future to compare notes on
health care coverage. A continuing concern is Plan 1 and how that will change next year.
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RESOLUTION
WHEREAS, the members of the Administrative Staff Council learned of the death of

Gary Palmisano, Bowling Green State University Head Soccer Coach, on December 8,
1994;and
WHEREAS, Gary Palmisano distinguished himself as a student athlete at Bowling

Green State University as a goalkeeper of the 1972 and 1973 NCAA tournament
representative teams; and
WHEREAS, Gary Palmisano joined the Bowling Green State University staff as a
graduate assistant and assistant soccer coach from 1975-78 and became the second Head
Soccer Coach in history of the program from 1978-94, leading the Falcons to 172 wins
and the 1992 NCAA soccer tournament; and
WHEREAS, Gary Palmisano served as an elected representative from the President's

Area to the Administrative Staff Council from 1990-1993; and
WHEREAS, Gary Palmisano represented his constituents as a member of the Administrative Staff Council Executive Committee from 1990-1993; and
WHEREAS, Gary Palmisano, throughout his tenure at Bowling Green State University, demonstrated a commitment to maintaining the high standards of the University
and its mission; promoted communication and a sense of common purpose and
supported the general welfare and professional development opportunities for
Administrative Staff;
NOW, THEREFORE BE IT RESOLVED that the Administrative Staff Council expresses

sincere appreciation for many years of valuable service to Bowling Green State
University and its deepest sympathy and condolences to his wife, Jean, his daughter
Caroline and his entire family; and
BE IT FURTHER RESOLVED that this resolution be entered into the official minutes

of the Administrative Staff Council and a copy be sent to members of his family and
the Board of Trustees of Bowling Green State University.

Pat Green, Chair
Administrative Staff Council

Adopted by Administrative Staff Council
Executive Committee, December 13, 1994

Barb Keeley, Secretary
Administrative Staff Council
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RESOLUTION
WHEREAS, the members of the Administrative Staff Council learned of the death of

Gary Palmisano, Bowling Green State University Head Soccer Coach, on December 8,
1994;and
WHEREAS, Gary Palmisano distinguished himself as a student athlete at Bowling

Green State University as a goalkeeper of the 1972 and 1973 NCAA tournament
representative teams; and
WHEREAS, Gary Palmisano joined the Bowling Green State University staff as a
graduate assistant and assistant soccer coach from 1975-78 and became the second Head
Soccer Coach in history of the program from 1978-94, leading the Falcons to 172 wins
and the 1992 NCAA soccer tournament; and
WHEREAS, Gary Palmisano served as an elected representative from the President's

Area to the Administrative Staff Council from 1990-1993; and
WHEREAS, Gary Palmisano represented his constituents as a member of the Administrative Staff Council Executive Committee from 1990-1993; and
WHEREAS, Gary Palmisano, throughout his tenure at Bowling Green State Univer-

sity, demonstrated a commitment to maintaining the high standards of the University
and its mission; promoted communication and a sense of common purpose and
supported the general welfare and professional development opportunities for
Administrative Staff;
NOW, THEREFORE BE IT RESOLVED that the Administrative Staff Council expresses

sincere appreciation for many years of valuable service to Bowling Green State
University and its deepest sympathy and condolences to his wife, Jean, his daughter
Caroline and his entire family; and
BE IT FURTHER RESOLVED that this resolution be entered into the official minutes

of the Administrative Staff Council and a copy be sent to members of his family and
the Board of Trustees of Bowling Green State University.

Pat Green, Chair
Administrative Staff Council

Adopted by Administrative Staff Council
Executive Committee, December 13,1994

Barb Keeley, Secretary
Administrative Staff Council

·•

PROPOSED HANDBOOK REVISIONS
WAGE ISSUES
1. Assumption of Additional Responsibilities
2. Equity Adjustments
3. Interim/Acting Appointments
4. Market Adjustments
5. Promotions

ASSUMPTION OF ADDITIONAL RESPONSIBILITIES
When an administrative staff member is assigned additional responsibilities
due to the elimination of a position, consolidation of positions. or a yacancy
in a position. the person shall be eligible to receive additional compensation
for assuming those duties. If 50 percent of the responsibilities under the
eliminated position are assigned to an individual, that person shall be
compensated to at least 10 percent of his/her current salary. Likewise, if 25
percent of the duties are assigned to an individual, that person shall be
eligible for payment of a 5 percent stipend, etc.
1. Additional responsibility pay may be requested by either the
administrative staff member, or his/her supervisor, and shall be sent
to Personnel Services.
2. The request shall be in writing, with a copy of the eliminated
position's job description along with the written description of the
duties assigned to the ongoing staff member.
3. This process may occur at any point during the year.
4. A written decision from Personnel Services shall be sent to the
inquiring administrative staff member within a six-week period of
time from the date of the initial request.

EQUITY ADJUSTMENTS
In situations where the salary of an aflmim~h a-tWe staff member is 10
percent or more below that of another staff member with similar duties,
length of service, educational level, and requiring similar background
expertise, one may request an equity adjustment. Requests for equity
adjustments in salary are independent of the merit evaluation process and
can be initiated by the administrative staff member.
An equity adjustment request shall be submitted in written form to the

employee's supervisor, and upon approval of the supervisor shall be
forwarded to the appropriate vice president. This request may be submitted
at any time throughout the year. Personnel Services will provide job

descriptions of both positions, written descriptions of the background and
length of service of the two individuals, any comments, and other relevant
supportive documentation.
In order to be eligible for an equity adjustment, a staff member must have
been employed in his/her current position for a minimum of two years or
more at the end of the current fiscal year. Personnel Services will be
informed by the appropriate Vice President regarding the outcome of an
equity adjustment request, and, in turn, will notify the administrative staff
member of the outcome in writing.
1. Requests for an equity adjustment may be requested by either the
administrative staff member, or his/her supervisor, and shall be sent
to the appropriate Vice President.
2. The request shall be in writing.
3. This process may occur at any point during the year.
4. A written decision from Personnel Services shall be sent to the
inquiring administrative staff member within a six-week period of
time from the date of the initial request.

INTERIM/ACTING APPOINTMENTS
An administrative staff member who is asked to serve from 4 to 26

consecutive weeks in a new capacity shall receive the greater of:
1. Current salary
2. A salary which is the midpoint between current salary and that
which the previous appointee held.

MARKET APJUSTMENTS GUIDELINES*
The Administrative Staff Council realizes that the market for any employee is not an
absolute figure, but represents a range within which a staff member would expect to
find employment elsewhere and within which the University might expect to pay a
replacement staff member should a vacancy occur. For the purposes of making
market adjustments, we recommend that1i:ii'gUre--ofph.ls or minus 10 percent of the
mean average salary for comparable positions be considered as being within market
salary for an individual.
It is the firm belief of the Administrative Staff Council that the University has an
obligation to make sure that all of its administrative staff are being paid a salary that
is within a market range commensurate with required education, skills, experience
and responsibilities.
The Administrative Staff Council recommends that the following criteria be used in
determining which adjustments are made:

1. Market adjustments should be made only for those whose salaries fall
more than 10 percent below the mean average for comparable positions.
2. Of those who fall below market, highest priority should be given to those
whose salary is the farthest percentage below market, regardless of the
actual dollar amount this represents.
3. Market adjustments should be available only to those who have been
employed in their current University position for two years or more at the
end of the current fiscal year.
4. Other criteria being equal, priority should be given to those who have
served the University the longest in their current University position.
5. Market adjustment should be given in sufficient amount to assure that
the staff member's resulting salary would be at least within market range,
that is plus or minus 10 percent of an average of comparable positions.
This adjustment might take more.than one year.

* Market adjustments are not to be confused with changes in position or
responsibility. Money for promotions and changes in responsibilities should
be provided separately from the market adjustment criteria outlined here.
Also see assumption of additional responsibilities, equity
adjustments, interim/acting appointments, and promotions.
MARKET ADJUSTMENTS
In situations where the salary of an administrative staff member is not competitive
with other comparable positions, a market adjustment in salary can be requested.
Administrative staff members shall seek the guidance of Personnel Services when
gathering materials to support a request for a market adjustment in salary.
Requests for market adjustments in salary are independent of the merit evaluation
process and can be initiated by the administrative staff member. These requests
shall be in writing. Personnel Services shall conduct a survey of salaries of
comparable positions and include other relevant supportive documentation.
Market adjustment activities for Administrative Staff may be conducted annually in
accordance with the following timetable:
1. Request for market adjustment surveys will be accepted through December 31.
2. Survey data will be collected and disseminated by Personnel Services to
employees and their respective vice presidents during the months of January
and February of the following year.
3. During the spring, Administrative Council will review requests for market
adjustments, including determination of whether funds are available.
Administrative staff market adjustments which are approved will be effective
on July 1.

~I

4. Prior to July 1, Personnel Services shall notify the staff member in
writing of the final outcome of the request, and shall also include the
amount of the average market salary that has been determined by the
survey.
Requests for market adjustment surveys after December 31 will be included in the
next round of activities. An administrative staff member requesting a market
adjustment survey on January 1 or later will be included with the group whose end
date is the following December 31.

PROMOTIONS
Salary enhancements to administrative staff will be considered when they are
promoted. Promotions are accompanied by a significant increase in the level of job
responsibilities. This may or may not be accompanied by a change in title.

A promotion request shall be submitted in written form to the employee's
supervisor, and upon approval of the supervisor shall be forwarded to the
appropriate vice president. This request may be submitted at any time
throughout the year. Personnel Services may be consulted in an advisory
capacity. Personnel Services will be informed by the appropriate Vice
President regarding the outcome of a promotion request, and, in turn, will
notify the administrative staff member of the outcome in writing.
1. Requests for promotion may be requested by either the
administrative staff member, or his/her supervisor with the consent
of the administrative staff member, and shall be sent to the
appropriate Vice President.
2.. The request shall be in writing, with a copy of the current
position's job description along with the written description of the
significant increase in the leyel of job responsibilities.
3. This process may occur at any point during the year.
4. A written decision from Personnel Services shall be sent to the
inquiring administrative staff member within a six-week period of
time from the date of the initial request.

Family and Medical Leave Act (FMLA) Policy
Bowling Green State University understands the importance of family
issues in today's work force. The University also recognizes that more
than ever its employees face conflicting demands of family
obligations and work. Because employees may find it necessary to take
leave from their jobs for a temporary period to address certain family
responsibilities or their own serious health conditions, and in order to
comply with the Family and Medical Leave Act (FMLA) of 1993, the
University has established a parental leave and family and medical
leave policy. The University will grant each eligible employee,
University employed spouses included, up to 12 weeks within
a 12 month period for the following reasons:
1. The birth or adoption of a child, or the foster care
placement of a child. ~
2. To care for a "family member" of the employee if that
individual has a serious health condition.
3. A serious health condition of the employee renders the
individual unable to perform his or her job functions.
Accrued sick leave, accrued vacation credit and leave of absence
without pay can be used during this period.
A staff member may
use any or all of the accrued vacation and/or sick leave and
personal leave during the family medical leave before going on a
leave of absence without pay.
-·
In the event that an extended leave beyond 12 weeks is needed,
employees should request a long term leave.

Procedures for FMLA leave will apply also to leave under state law and
University policy that are no longer than 12 weeks (medical, disability,
maternity, etc.) Leave under state law and University policy will run
concurrently with leave under this policy. The University will comply
with both federal and state law, as well as University policy regarding
these leaves.

A packet of information covering the University's policy, request
forms, and required documentation is available in the Office of
Personnel Services. A copy of employee rights under the Family and Medical
Leave Act of 1993 is contained at the end of this handbook.
Questions or concerns regarding family or medical leave under this act
can be addressed by calling Personnel Services (372-8421).

* Also. refer
on page xx.

to

the

Maternity/Paternity/Adoption

Leave

section

You're i:qvited t( e:qjoy a free ...
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Special Presentation:

**Are Your Circuits Overloaded??**

"Coping Without Blowing A Fuse!!'
6y John Moore, '4_ecutive f})irector
1HjSU Personne( Services
Presentea 6y 'B(jSU Mministrative Staff Council, Professiona( f})evefopment Committee

For more information, contact Dave Crooks at 372-2243

Bowling Green State University

Administrative Staff Council
Bowling Green, Ohio 43403-0373

January 11, 1995
Memorandum
To:

Members of

Adminis~ive

From: Pat Green, Chair

~ 9'-

Staff Council

The Executive Committee on January 10, 1995 voted to call a special Administrative Staff Council
meeting on Thursday, January 19, at 11:30 a.m. in the Library Conference Room (150a). The purpose of
the meeting is to discuss the leave policy that was passed by Council on January 5, 1995. A copy of the
policy is attached. Personnel Welfare revised it on January 9, 1995 as instructed by ASC.
The concern of the Executive Committee is that we are trying to change too many policies in one
document and the issues of paternity, fathering and adoption have not been studied enough. The
original intent was to change the maternity leave from 4 to 6 months to be consistent with the classified
staff. We recognize that the issues of paternity and adoption leave are serious and should be
addressed. However, these issues have some legal implications and should be studied in depth before
suggesting a handbook change. The Executive Committee recommends we send forth a proposed
handbook change which only recommends the change in maternity leave and place the
paternity I adoption leave on a high priority for next year's changes. In addition, since these changes
would affect all BGSU employees, Exec felt that a combined effort with the other constituent groups
would have a greater chance of success next year. We are also on a very tight timeline to get this year's
proposed changes to Personnel by Friday, January 20, 1995.
I have talked with Nancy Footer about legal aspects of these changes, and she has accepted an
invitation to attend next week's meeting to discuss issues of paternity and adoption leave. John Moore
has also indicated that Personnel will begin contacting other schools to see what the leave policies are.
This is an important meeting, and I hope you will be able to attend. If y~u can not attend .. please send
someone in your place, but make sure you have discussed this issue with your substitute.

See you on the 19th.
PG:aaf
Enclosure
cc: Nancy Footer
John Moore

Administrative Staff Council
Agenda
/
January 19, 199)7
11:30 a.m.
Library Conference Room
1. Call to Order
2. Guest Presentation: Nancy Footer

3.Personnel Welfare
Leave Policy
4.Adjoum

~{~}..k
MATERNITY/PATE

~membenl!w

o give birth, father and/or adopt a child are eligible for leave. The customary
and usual leave will be six months per pregnancy, fathering. and/or adopti~.

2. The six month leave need not be taken as consecutive days if mutually agreeable to the
administrative staff member and the immediate supervisor.
3.

Accrued sick leave, accrued vacation credit and a leave of absence without pay can be used during
this six month period. A staff member may use any or all of the accrued vacation credit and/or
accrued sick leave or personal leave before going on a leave of absence without pay.

4.

A staff member will notify, in writing, the supervisor and the Office of Personnel Services, prior to
the start of the leave, as to the number of days to be taken as sick leave, the number of days to be
taken as vacation and number of days to be taken as a leave of absence without pay.

5. Should a staff member decide not to return to the University following leave, the staff member must
notify the supervisor, in writing, no less than 30 calendar days preceding the scheduled return to
work.

6. Staff members taking leave are guaranteed their positions and job title upon return.

Revised by PWC 1/9/95

Maternity Leave
1.

Staff members who give birth are eligible for maternity leave. The customary and
usual maternity leave will be six months per pregnancy.

2.

The six month maternity leave need not be taken as consecutive days if mutually
agreeable to the administrative staff member and the immediate supervisor.

3.

Accrued sick leave, accrued vacation credit and a leave of absence without pay can be
used during this six month period. A staff member may use any or all of the accrued
vacation credit and/ or accrued sick leave during the maternity leave before going on a
leave of absence without pay.

4.

A staff member will notify, in writing, the supervisor and the Office of Personnel
Services, prior to the start of the maternity leave, as to the number of days to be taken
as sick leave, the number of days to be taken as vacation and the number of days to be
taken as a leave of absence without pay.

5.

Should a staff member decide not to return to the University following maternity leave,
the staff member must notify the supervisor, in writing, no less than 30 calendar days
preceding the scheduled return to work.

6.

Staff members taking maternity leave are guaranteed their positions and job title upon
return.

Administrative Staff Council
Agenda
1:30 p.m.
February 2, 1995
Alumni Room, University Union

1. Call to Order
2.

Introduction of Substitutes

3.

Guest Presentation

4. Approval of Minutes
5. Chair's Report

6. Chair-Elect's Report
7. Secretary's Report

8. Committee Reports:
Amendments
External Affairs
Ferrari Award
Internal Affairs
Personnel Welfare
Professional Development
Salary
Scholarship

9. Old Business
10. New Business

11. Good of the Order
12. Adjourn
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ADMINISTRATIVE STAFF COUNCIL MINUTES
Thursday, February 2, 1995
Members Present

Kathy Arrowsmith, Bryan Benner, Marilyn Braatz, Robert Carlisle, Cindy Colvin,
Dave Crooks, Jacque Daley-Perrin, Judy Donald, Jeffrey Grilliot, Judy Hartley,
Rich Hughes, Susan Hughes, Lona Johnson, Patricia Kania, Marcia S. Latta, Joseph
Luthman, Lauren Mangili, Gail McRoberts, Amy O'Donnell, Ed O'Donnell, Diane
Regan, Dave Stanford, Gary Swegan, Deb Wells, Sabrina White, Jeanne Wright,
Mary Beth Zachary

Members Absent
Who Sent
Substitutes

Perry Franketti for Ann Betts, and Geoff Humphrys for Barry Piersol.

Members Absent

Steve Barr, Brad Browning, Wayne Colvin, Pat Green, Sharon Hanna, Greg Jordan,
Ken Kavanaugh, Barb Keeley, Patricia Koehler, Penny Nemitz, Judy Paschalis,
Jack Taylor, Denise Van De Walle, Duane Whitmire

Guests

Bonnie Blankenship, Monitor

Call to Order,
The meeting was called to order at 1:32 p.m.. by Chair-Elect, Bryan Benner. Pat Green, Chair, at~ended the
Board of Trustees meeting.
Approval of Minutes;
Dave Crooks moved, Jeffrey Grilliot seconded, and the minutes were approved as distributed.
Guest Speaker.
The invited guest, Trustee, David Bryan, could not attend the meeting due to the Board of Trustee meeting
scheduled during this time.
Chair Report
Mercer Study
John Moore sent a memo updating the steering committee which has not met for a while. According to the
memo, all surveys have been turned in, job descriptions are being compiled, and Pat Patton and Walt
Montenegro are in Louisville for a week of training. The Committee will meet sometime after they come
back.
Health Care
There are still a number of constituent concerns about our health care coverage. I am trying to convene a
meeting with Dorothy Behling (faculty Senate Chair and Kathy Eninger, CSC Chair) to discuss the
concerns since they apply to all employees. I am hopeful this meeting will take place soon and we can
present a unified front in addressing these concerns. If you know of anyone who has a concern, please have
that person pass it along to me. I am compiling a list of general concerns.
Personnel Welfare
I want to extend my thank you to Duane and all the members of the Personnel Welfare committee for the
incredible amount of work they accomplished in such a short time. I plan to also acknowledge this effort
when I speak to the Board of Trustees today. Hopefully, their efforts will be well received! Also thank you
to Ryan O'Donnell who was guest at the special meeting of ASC and was helpful in determining our natal
policy!

-
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Lunch

I want to encourage all members of Council to attend lunch prior to the meetings. Those of us who have
attended have had a chance to meet more of our colleagues. Also, please encourage your constituents to
attend.
Speaker
Executive Committee has invited David Bryan to speak at the March meeting. We indicated to him that
we are concerned about movement towards 100% merit and have some questions we would like to ask. I have
not heard if he will be available, but if he is not we will invite another trustee.
Professional Development Institute
I would like to publicly thank Mr. John Moore, Pat Patton, Marshall Rose, and Sue Crawford for all the
time and effort they have put into the creation of the Institute. The group selected is very excited about
starting.
Committee Reports:

Ferrari Award: The committee has not yet met.
Professional Development: Jeanne Wright announced the names of the staff members attending the
Professional Development Institute.
Name
Lisa Chavers
LCHAVERS®RADAR.BGSU .EDU

Department
Director of Project Research,
Graduate College

Hire Date
July 1,1983

Cynthia Crowe
CCROW®BGNET.BGSU.EDU

Project Coordinator
Philosophy

October, 1988

Pat Green
PGREEN®BGNET.BGSU .EDU

Administrative Director
Photochemical Sciences
Dept. of Chemistry

September, 1986

Barbara Keeley
BKEELEY®BGNET.BGSU.EDU

Director of Program Advisement
Coordinator of Consortia} Programs
Summer Dean, College of Health
and Human Services

April, 1984

Inge Klopping
IKLOPPI@CBA.BGSU .EDU

Assistant Dean for Information
Services, College of Business
Administration

August, 1987

JoAnn Kroll
372-2356

Director of Career Planning and
Placement

April 2, 1984

Diane Regan
DREGAN®BGNET.BGSU.EDU

Executive assistant to the Dean,
College of Arts & Sciences

August, 1982

Lori Schumacher
LSCHUM#@RADAR.BGSU.EDU

Coordinator, Payroll Accounting

July 15, 1974

Beverly Stearns
BSTEARN®BGNET.BGSU.EDU

Assistant to the Dean, Libraries &
Learning Resources

January, 1984

Susan Young
SYOUNG®BGNET.BGSU.EDU

Assistant Director Cooperative
Education

October, 1989

Name
COMMITIEE MEMBERS

Department

Marshall Rose
MROSE®BGNET.BGSU .EDU

Director, Affirmative Action

Patricia Patton
PPATTON@RADAR.BGSU.EDU

Assistant Director, Personnel Services

Suzanne Crawford
SCRAWFO@BGNET.BGSU.EDU

Dean, Continuing Education

John C. Moore
JMOORE®RADAR.BGSU.EDU

Assistant Vice President, Personnel

The committee will be sponsoring a workshop "When your Circuits are Overloaded, How to Cope Without
Blowing a Fuse" on February 22, 1995 in the Library Conference Room. Fliers will be sent this week.
Salary: They are still waiting for the CUP A report.
Scholarship: Susan Hughes reported that applications will be distributed next week. An add will be
placed in the BG NEWS and a notice in the monitor. The deadline for completed applications is March 17,
1995. The corpus of the scholarship is $33,636.00. There were $770.00 in new pledges this Fall.
External Affairs: The Senior's Dance is scheduled for February 26, 1995. Everything is going well. Dave
Stanford asked for volunteers to help at the dance. Tickets are $9.00 per person.
Internal Affairs: The results of the "Constituency Satisfaction Survey'' recently have been compiled. The
committee will be acting on the results.
Old Business: A question regarding benefits available to part-time employees was raised, specifically
tuition waivers. After some discussion, the issue was referred to PWC for further exploration. Suggestions
included, studying the cost of pro-rating benefits and surveying other institutions in the area.
It was also suggested the PWC explore the possibility of bonuses or other financial incentives for degree

advancement.
Meeting adjourned at 2:00p.m.
Respectfully submitted,

NOTE: The next meeting for ASC will be on Thursday, March 9, 1995 at 1:30 p.m. in the Campus Room of
the Community Suite. (Lunch will also be there).
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Administrative Staff Council
Chair's Report
February 2, 1995
1. Mercer Study
John Moore sent a memo updating the steering committee which has not met for a while.
According to the memo, all surveys have been turned in, job descriptions are being compiled, and Pat
Patton and Walt Montenegro are in Louisville for a week of training. The committee will meet
sometime after they come back.
2. Health Care
There are still a number of constituent concerns about our health care coverage. I am trying to
convene a meeting with Dorothy Behling (Faculty Senate Chair and Kathy Eninger, CSC Chair) to
discuss the concerns since they apply to all employees. I am hopeful this meeting will take place soon
and we can present a unified front in addressing these concerns. If you know of anyone who has a concern,
please have that person pass it along to me. I am compiling a list of general concerns.
3. Personnel Welfare
I want to extend my thank you to Duane and all the members of the Personnel Welfare
Committee for the incredible amount of work they accomplished in such a short period of time. I plan
to also acknowledge this effort when I speak to the Board of Trustees today. Hopefully, their efforts
will be well-received! Also thank you to Ryan O'Donnell who was a guest at the special meeting of
ASC and was helpful in determining our natal policy!
4. Lunch
I want to encourage all members of Council to attend lunch prior to the meetings. Those of us who
have attended have had a chance to meet more of our colleagues. Also, please encourage your
constituents to attend.

5. Speaker
Executive Committee has invited David Bryan to speak at the March meeting. We indicated to
him that we are concerned about movement towards 100% merit and have some questions we would like
to ask. I have not heard if he will be available, but if he is not we will invite another trustee.
6. Professional Development Institute
I would like to publicly thank John Moore, Pat Patton, Marshall Rose, and Sue Crawford for all
the time and effort they have put into the creation of the Institute. The group selected is very excited
about starting.

CALLING ALL

ADMINISTRATIVE

STAFF

MEMBERS 1

Please Join Us for Lunch in
the University Union Campus
Room of the Community Suite
Thurs.day, March 9
12:15 p.m. to 1:15 p.m.

Pick up a lunch in the Falcon's
Nest and receive a 25t discount
courtesy of the University Unioni
Please

use

tbe

coupon

below

3/9/95

Name
Campus Address
Signature

-

good

today only

Administrative Staff Council
Executive Committee Agenda
February 13, 1995

----

3. David Bryan's visit ~
4. Miscellaneous

·-~ ~

Bowling Green State University

Administrative Staff Council
Bowling Green, Ohio 43403-0373

February 20, 1995
Memorandum
To:

Administrative Staff '))('

Q~

From: Pat Green, Chair
Administrative Staff Council
I hope your 1995 has started well!
Over the past few months Administrative Staff Council has been busy in many different areas. I want
to update you on what is happening and hope you will provide feedback to me or your ASC
representative on any of the following:
•

Professional Development Institute
Ten administrative staff members traveled to Eastern Michigan University on February 9 to
begin the two year Professional Development Institute with administrative staff from Eastern and
University of Toledo. The ten Bowling Green representatives are Susan Young, Cynthia Crow,
Diane Regan, Barb Keeley, JoAnn Kroll, Lori Schumacher, Beverly Stearns, Lisa Chavers, Pat
Green and Inge Klopping. Those who attended found the program very stimulating. Associating
with administrative staff colleagues at other institutions is also very exciting. A very special
thanks to John Moore, Pat Patton, Marshall Rose and Suzanne Crawford for the incredible job they
have done of putting this Institute together.

•

Market Adjustments
Staff members who applied for market adjustments by the December 30, 1994 deadline should
receive a memo from Personnel in March indicating the results of the review. Final determinations
will be completed in March and recommendations will be passed along to the appropriate vice
presidential areas. If you have any questions about your request, please call Personnel.

•

Mercer Position Analysis Study
Pat Patton and Walt Montenegro recently returned from Louisville where they were trained on
various aspects of the Mercer study. The steering committee will meet in the next few weeks for
some training and updating on the process. I anticipate there will be focus group meetings for all
staff members at some time in the near future. Hopefully more information will be forthcoming
when the steering committee meets.

•

Health Care Issues
I have been invited to attend a meeting of the Health Care Task Force on Wednesday,
February, 22. Dorothy Behling, Chair of Faculty Senate, and Cathy Eninger, Chair of Classified
Staff Council, will also attend. At this meeting we will present to the task force ongoing concerns
about the health care coverage. I am interested in pursuing what will happen next year
particularly with Plan 1. If you have any concerns or questions, please contact me before that
meeting.

•

Recommendations for Handbook Changes
Administrative Staff Council has forwarded several recommended policy changes for the
Administrative Staff Handbook for next year. We have proposed a Natal Policy that would
entitle each administrative staff member up to six months leave for the birth or adoption of a

L_
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child. We also have proposed some clarification on salary issues including: assumption of
additional duties; equity adjustments; interim/ acting appointments; market adjustments; and
promotions. In addition, we have proposed a change to the Family Medical Leave Act to allow
spouses working at the University to be entitled to 12 weeks of leave each.' These changes have
been forwarded to the Administrative Council for review. We hope these will be approved so the
changes can go forward to the Board of Trustees this spring for approval. Many thanks to Duane
Whitmire, Chair of Personnel Welfare, and his committee who worked very hard to develop these
recommendations in a very short time.
•

Salary Issues
ASC will be forwarding our recommendations regarding salary in March to Dr. Dalton. A
number of administrative staff members have expressed some concern about the movement towards
increasing the merit component by the Board of Trustees. ASC has invited Trustee David Bryan to
talk at our March meeting. We have expressed a desire to share salary concerns with him at this
time. He is very interested in hearing them and opening dialogue on this issue. If you have any
questions or concerns you would like him to address, please let me know before March 7. We have
moved the date of ASC to March 9,1995 to accommodate Trustee Bryan's schedule.

•

Internal Affairs Survey
Thank you to the 148 persons who returned the survey sent out by the Internal Affairs
Committee concerning constituent representation and election of ASC members. This is by far the
biggest response we have received from staff on any survey we have done recently. The results are
being compiled and will be discussed by the Internal Affairs Committee and Council in the future.
Early results indicate there may be some changes in the way ASC is organized in the future to better
represent constituents. I want to thank the committee for all their hard work this year.

•

ASC Listproc
The ASC discussion list on OPIE has now been switched to the BGSU ListProcessor. This is an
automated, electronic, mailing list similar to the list on OPIE, but has more features. Everyone has
the ability to subscribe to the list, unsubscribe to the list, look up old messages, postpone mail and
many more features. All those currently on the OPIE list will be automatically signed up for the
new list. Anyone wishing to join the list must still e-mail Deb Wells. Instructions for using the list
will be posted. We hope that in the near future all administrative staff will have a BgNet account
and subscribe to the list. It is a very effective method to get information out quickly.

•

Lunch
I want to encourage everyone to come to lunch before the Council meetings to get to know your
colleagues. It is a great way to network with administrative staff from all areas of the University.
Lunch in March will be at 12:15 on Thursday, March 9, in the Town Room of the Community Suite. I
hope to see you there!

•

Trustees Meeting
Beginning with the December meeting of the Board of Trustees, administrative and classified
staff chairs have given constituent reports. This is great progress for us in the shared governance
process and a great opportunity to share what we have been doing. I appreciate the willingness of
the Board members at allow us to participate.

As we move forward in the semester and as other issues arise, I will keep you informed. In the meantime
if you have a question or concern, please feel free to contact me or any other member of Administrative
Staff Council. Administrative Staff Council is here to serve your interests.

PG:aaf

Bowling Green State University

Office of the Vice President
for Operations
Bowling Green, Ohio 43403-0320
3CJ7 McFall Center
Phone: (419) 372-2126
FAX: (419) '372-0331

March 8, 1995

MEMORANDUM
TO:

Pat Green, Chair v"
Administra;:ive Staff Council

\,, ·' ·
FROM: Robert L. Martin
Vice Presiden: for Operations ·
RE:

Proposed Administrative Staff Handbook Revisions

I apologize for the delay in responding to your request for changes to the Administrative Staff
Handbook. Discussions concerning this have occurred within the Administrative Counciland
two courses of action are underway at this point. First, we are in the process of conductilig an
administtative and legal review of the University's current benefits relating to Family Medical
Leave Act and maternity leave that should be completed within the next three to four weeks and
the results will be discussed with your group. We have also decided to defer any response to the
pay related suggestions you have made. We believe the results of the University study of
administrative staff compensation (Mercer Study) will provide the University a basis for
evaluating levels of duty and the appropriate pay windows as duties change. We will discuss the
impact of that project with you at that time.
ec: Nancy Footer
John Moore

7CJ
Administrativ..e Staff Council Agenda
March 9,1995,1:30 p.m.
Campus Room of the Community Suite, University Union

1. Call to Order
2.

Introduction of Substitutes

3. GuestPresentation

~(W....~/

4. Approval of Minutes

5. Chair's Report
6. Chair-Elect's Report
7. Secretary's Report

8. Committee Reports:
Amendments
External Affairs
Ferrari Award
Internal Affairs
Personnel Welfare
Professional Development
Salary
Scholarship
9. Old Business
10. New Business
11. Good of the Order

..,.,---

ADMINISTRATIVE STAFF COUNCIL MINUTES
Thursday, March 9, 1995
Members Present

Kathy Arrowsmith, Bryan Benner, Ann Betts, Marilyn Braatz, Wayne Colvin,
Dave Crooks, Judy Donald, Pat Green, Jeffrey Grilliot, Sharon Hanna, Judy
Hartley, Greg Jordan, Patricia Kania, Ken Kavanagh, Barb Keeley, Patricia
Koehler, Marcia S. Latta, Joseph Luthman, Lauren Mangili, Penny Nemitz, Amy
O'Donnell, Barry Piersol, Diane Regan, Jack Taylor, Denise Van De Walle, Jeanne
Wright, Mary Beth Zachary

Members Absent
Who Sent
Substitutes

Joan Morgan for Cindy Colvin, Lee McLaird for Susan Hughes, Sean Brennan for
Lona Johnson, Patricia Patton for Ed O'Donnell, Kent Strickland for Deb Wells

Members Absent

Steve Barr, Brad Browning, Robert Carlisle, Jacque Daley-Perrin, Rich Hughes,
Gail McRoberts, Judy Paschalis, Dave Stanford, Gary Swegan, Sabrina White,
Duane Whitmire

Guests

Bonnie Blankenship, Monitor

Call to Order;
The meeting was called to order at 1:32 p.m .. by Chair, Pat Green, Chair.
Guest Speaker: David Bryan, member BGSU Board of Trustees
Mr. Bryan had received a copy of our annual goals last Fall. He used our goals as a spring board for his
remarks, which he emphasized were his personal views, not those of the Board of Trustees.

Wages & Fringe benefits: (6 ASC goals related to this area) Usually wage increases are determined by
what happens at the state level. Since he has been on the board, all the increases in dollars from the state
have been used for wage increases. This is a time of scarce resources, but Ohio is in better shape than many
other states.
Day Care: Has not made up his mind if more daycare is needed in Bowling Green. Would appreciate
learning exactly what is truly needed.
Presidential Search: Mr. Bryan has enjoyed being on this search committee. When the president is
selected, the Board hopes to sit down with that individual and develop long range plans for BGSU. He
hopes that all constituencies that were represented on the presidential search committee will be involved
in this long range planning.
We had over 140 names of individuals interested in our presidential vacancy. In December the committee
narrowed the field to thirteen, whom they interviewed. In this group were four sitting presidents and nine
provosts. From this group six were selected.
Some university constituents have complained that the resumes are not as strong as they had hoped. Mr.
Bryan emphasized that the resume won't lead the university. We need an individual with vision, style
and ability. The six individuals selected impressed the committee as having the kinds of qualities we
need. There will be visits to the candidates' campuses before a selection is made.

Merit Pay: Currently, in the business literature, merit pay is discussed frequently and generally favored.
Mr. Bryan thinks the trustees need to dialogue about merit pay and in fact, the process last year when
BGSU went from 60/40 to 50/50 (across the board/merit) could have been introduced and discussed with the
various constituencies before the change was implemented. Mr. Bryan said he wants to know if the
mechanism exists to distribute merit pay equitably ..

~---

----·~--------------------------------

Chair Report

Pat Green sadly reported that Gwen Ohlinger passed away suddenly on Monday.
In order to submit our salary requests on time, the rest of the agenda was by-passed to allow the salary
committee to present their report. For the full report, call your ASC representative.
Salary:
See attached Executive Summary. There was much discussion about whether a portion of the raise would be
lump sum or a percentage. A lump sum benefits those with lower salaries. It was suggested that perhaps
the Mercer Study will help raise seriously low salaries. More discussion needs to be held to determine
what the administrative staff consensus is on this issue.

Meeting adjourned at 3:15 p.m.
Respectfully submitted,

ADMINISTRATIVE STAFF COUNCIL
SALARY COMMITTEE
1994-95 REPORT
EXECUTIVE SUMMARY
The ASC Salary Committee has consistently analyzed data from the College and University
Personnel Association (CUPA) salary survey for the past five years. On the basis of the data, the
following can be said:
1) In terms of ranking, BGSU average salaries when compared to average salaries at similar
institutions (Modified Version 3.1) moved from 8th in 92-93 to 5th in 93-94 and in 94-95 BGSU
dropped to 7th position (see Appendix B). This follows a ranking of 9th in 91-92 and 6th in both
89-90 and 90-91.
2) BGSU average salaries, when compared to average salaries at similar institutions (MV 3.1)
decreased slightly to -3.73% as compared to -3.20% in 93-94; -4.04% in 92-93 and -5.35% in
91-92. which had progressed downward from -2.83% in 89-90 and -3.83% in 90-91 (see
Appendix A.l).
3) The percentage of BGSU salaries that were more than 10% below the state average for that
position dropped further to 32.14% in 94-95 from 30.91% in 93-94.
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VIEW MAIL

Folder:inbox Message 67 of 67 93%

>----------RE Forwarded message --------->Examples of issues to be examined include:

>
>Should we forward each year just one salary recommendation - i.e. ASC
>recommends a 4% increase with a 60/40 split for across the board and merit.
Yes, merit is the best way to reward good performance

>
Dave

AN Technical Specialist
Dave Steen
Bowling Green State Univ.
Instructional Media Services
125, 129 Olscamp Hall
Bowling Green, OH 43403
419-372-6985
dsteen@bgnet.bgsu.edu Internet
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S Save

CONSTITUENT SURVEY RECOMMENDATIONS
·
FOR FOCUS GROUPS
.
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Constituent Survey indicates that there seem to be a couple of camps out there:
some who really care and want to be involved in administrative affairs, and some
who could really care less. Below are three of the ideas we believe could be
moved on quickly by Council. Other issues can be addressed later. Please
discuss the ideas in your group. We will come back together and share ideas
collectively.

/

Develop a new ?fficer's positi~~,\_~t~~~f~ Office~.) . )

.

Improve 1mage of Council byoemonstrating-the comnutment to 1mprove
communication between representatives and constituents

!\. This person -could chair the committee, monitor the attendance poliCf,7

- communicate/distribute the constituent network. and its use, etc...
·-· .

~
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-~

Monitor the accountability of representatives and constituents.
Take some of load off Secretary .
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.- ·-----=== ~ . .r-..t. ~-_._q..c if.{;- R<?...~ ,;j '1-(_ ~H.~·v/JL~~the purpose of the Admiitistrative Staff Reception.
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Mailing to supe~o!:s encouraging them to support staff attending the :
f
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1., Representatives could sit with their constituents at the reception-}

/

~~2~~n to the~e·for administrat~~~~~ ca~p~

I

/

Discussion of how to bring issues to Council-J?~velop

"-

rap_k?ort between constituents and representatives--

\~~~~~on-eoundi~·

\:''i
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How long sh~uld Council terms

-

bey S-v;l'v-.r-

-
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How do we accompllsh getting a greater cross-section of administrators )
on Council?
0

\i

I

,-How--long should time between terms be??

.hi

~

_Can we do brief bios of everyone who wishes7
trun?
How can we use e-mail effectively for bios? .
-

~
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ICLASSIFIED STAn COUNCIL I
The Clasaifled Staff Council is ettabUshed to provide for direct channels of communication between classified staff
members and Univer&ity official&. Co111.po1ed of full-time and ~manent ~rt-time classified staff, the Council
addressee matters of concern or of interest to cla88ified staff members, such as: polideA, procedures, benefits, and

.ervicea.

The membership of the Oaasified Staff CouN:Il c:onaista of twenty-one claHified AtaH members at Bowling Green State
t.TnJver11tty. Ba<:n cou~U member tepN~er~u the classified ttaf£ of ea<:h vice-presidential area within the Univenity.
The nwn'Det of mam'bm ia determined by the nwn'ber of c1Js1ified staff in each Vice-presidential area. Members serve
for three-vear tenns and one-third of the membmhip is replaced~ year. Classiffed staff •re encouraged to contact
the Claui'fied Stall Coundl meJnbers with c:onc:ems or suase-tlons for commlttee action.
The Clauified Staff Coundl members for the 1994-1995 fiscal year are:
~

AI!!
Academic Affairs

Firelancb
Operations

Ilmutm!nt

CaJ'Ql LashuaLee
Nancy Whlta
(Chair·Elac:t)

Continuin~ucation

.Ella
2·8183
2·7776
2·2488

Mariann Reiter
Tamt Thonw <Co-s.:retary)

JeromeLi ~
Graduate St lee in Business
Butlnesl Administration

2·8825

Loril'eupot

Rn!lands Campus

832·217

Kath~nger (Clair)

Paint Shop
Food Oplir!tions

Patty Kitchen (Co-Secrataty>
SteW t.shaway

Pul:i .c: Safety
El«tric Shop

~(Red) HoHman

~tan
5ameJok

~M~t

2-7657
2-7984
2·8071
2-2891

Ken Stemen
Sue Wammee tTreuum>

Plumbing 9\op

2.·2370
2-7663

Grounds

2-7649

Kay Ge.zarelc

Special Ed uc:ation

2·7293

=Alice Newman

Admissions
Pa)'l'oll

2·2201

Student Affaire

Rebecca Len~

Student Activitiei/Orientationt

2-2843

Uni'\'ei'Sity Relations

Bob Kfelenlcamp

WBCU-tv

2·2700

Bob

Part-Time

yWJUte

.217

2·7659
2-7646
2-7991

Food~tions
Jn~MUU~pment

e)Ct,

2-2781

ca~terShop

University nton

eacShaffer
h

433-.5560

2·9870

CLUSIPIBD STAPP COUNCIL BY·LAWS

The Classified Staff Council, hereinafter referred to as esc, wa• created to provide for direct channels of
COIM\UZ\btfon between claHified Glnployees and the President's designee. The couna1 will:
1.

2.

a.
4.

terW ••

a ~tatlve board for the diacullion of policies, ptocedures, benefits and aervic:es affecting

<:lullified staff;

~vide an avenue of Input from cluaified staff to the

ielated to theft employoiimt at BCSU;

President'• dealgnee involving matters of mncem

provide UnlVtrSity officials with an effective method for solidttng and diueminating information •bout
plan&, policies and mnc:ems affecttng claaaifleci l&aff employeeA;

rouow through on the dlare of the ~mlttee a• a worki~!rnup providlna University official• with

aestst.ncz in addte11lng maiten of mncem or of interwt to

· ea employe.,

(7/94)
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MEMBERSHIP

1. Membmhip on the esc ts designed to represent, to the greatest extant po11ible, a cross-section of classified
employees at BGSU. The c:ommittee consists of 21 employees repreaenting the vario\U organizational anlis of the
Untveralty in the following proportiona:

a. 4 • AcademiC Affairs

b.

1 ~ FiMlands

d.
e.
f.

1· Perrnanmit Part·Time
2. • Planning/Budsetfns and President's Area
1 • Student Affair&

c.
i

1 • UnivetSlty Relations

11 • Operations

6Ph~1Plant

4 AUx!Uaey (3 Food. Including Ur!.lon; 1 Bookstore, Office Servlcea, Secretary(e) to Vice Pte~ldent 111\d
Alslstant Vice President fOr ~ttons, Purchasing, lnwntc~ Mana~nt)
1 Management (Parking, Per10nilel Service&, Transportation 5ervi~a, Public Safety employees 11.0t
repmented by a Unlwnlity recogniZeQ 'twpinlng W\lt)
2. All~ full-time and ~IMI\t p¢-time employees employed at the University beyond the initial period
are ellSible Cor election liD mezno.nhlp on the

esc.

3. U~n election time, vacancies wm be anno\VI* ln March via University ~bUcations to all classified employees
arid aelf-nominations aec:epted a«<O'ddrc! to the me.tnbership stn~cture cle&cnbed above. Any employee wiihi.ns to
be conaiclerecllor a poeition on the
wiD submit to the! chair of the eleetlon mmmittee his/her ~e, area of
employment and yean of service in Writing, All nominationa reoelved will be voted on by that area in which a
vacancy ocx:ur~. A D'lember wRote tell\ 9 eMlirlg may renominate him/hersell.
4. IE no se1f..nominatlon• are NCiived lor any vacant poeiti.On, CSC will have the a\lthority to appoint a
te))letentative from the respective area to &erYe until the rtaxt tcheduled election. At oid time, Mlf.nomfnatlons
wnt be~ to fiU the imlalnder of the tenn. Th11 prcx:eu may be ~~ted as many times as necessary. At
electiort time the appointed representative may submit 1\il/her name to esc for the purpose of filling the council
seat or continuing on u council appointee until.omeone in the respectiva area elects to run for the seal.

s.

In the event of a tie occurring in the election, the Blection Couunittee

~~~

will USC! a lottl.'!ry method to determine the 7
,

6, The term of office for all member& wW be thteeyears, unless a member ia el«t«f to rompk'l(' i1 \"aCatocf tcnn. If there
are two vacanciea in the ~ama area with one of the vacancies being for a lonst'r •~·rm. th\•1'1 thL' perSOn receiving the
moat votes will eerve the longest tern\,

7. If a vacancy occurs during term of servlce, esc will have the authority to appoint a repreaentative to fill the
vac:atl;!d tarm until the f\axt ached.ulecl m.:tion. At said time a representatfve will bll elected to continue the term of
eervice which had 'bea\ vacated. The appointed representative !Mf submit hl.s/her name at eldon time for the
purpote of continuing the term of service.
8. esc nomination announceDtents will be Jnlde in April, with election mutts announced In May.

9. Term~ of e1aeted ol&e on the CSC will begin July t.

10. Any member who is translerred hom one.,.. to another aha11 remain on esc as the representative of the original

uu until the next scheduled election.

11. An emptoyae'• membership on the esc WiU ~nated aftv three absences PI!!" year from reP.ar ..s.._

esc m.mngs, ~in unusual ciram\stan

Illness, conflict with work schedule).

be n!ported Io the &Eaetary(a),

Ablence~ shall

12. AU mamberw 1hal1 have lulllllld eq~lpartidpator rightt on the CouncU including, but not limited to, the right to
vote on an matters preaented to the-ac.

13. There lhall be no alterfltlona for members on the Coundl.
OFFICERS
1. The CSC offlcen will con1ilt of a chair, vice clutlr, secretary(&) and trea•urer. These officera will make up the
..wive committee.
2. The eMir, vie2 chair, aecretary(s) ancl ueuurer wm normally eerw a one.year term In these offlcee.

(7/94)
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~orm duties normallY. associated wlth that office incJudins, but not limited to, concluctlr.•
meetings of tl\e esc,- re_pre&entlng the esc whenever nece&sary or appropriate 8t'ld forwarding the
rer:ommendatiot'll of the C:SC to the Pniicient's designee.

3. 1be chair wtll

4. 1be vice chair wUlautomatically advance to chair Eollowtng the completion of the chair's tenn. Should the term of
the vice chair expire before he/ahe hall MfV8Ci. as chair, tiU! term w11l be extended one year. The vice chair will
&llllt the chair •• necuHry and eonduct meeting& in the chair's ab~ence. The vice chalr will be responsible for
thil CoPUnitt.a on Committee~. All committeel will report their activities to the vic:e chair to be remrded at'ld pilSIIBd
along ae neceeeuy.
5. The secretary(a) will be responsible for the remrding of all meetinp and di1tribution of minutes, roll call and
mailings u deemed necwsary to tM periormance of the duties.

6, The treasurer willtJ. ra~nelble for maintaining all financial records pertaini~ to esc and its activities. In the
absence of the treasurer, the chair will be allowed to authorize money for dispersal from the Foundation and

Businees Offic:.~.

7. When a vacanc:v occurs on the exec:utiva committee, the C:SC will take aelf·nomlnation• for that ~sltlon from
lnterette<l member&. If more than one candidate, the result wUl be a llmple majority vote of at leut 75~ of councU
In attendante.

8. AU executive committee memben shall be eleded. b)' a;c at the June meetift8 of combined coundl and take offi.ce the

following July.

MEETINGS AND PROCBDlJRBS

1. The esc will meet ln l'eiU1ar IN!Ssion once a month. A ngular m~ date and time will be established each year,
Special rneetiriSS deemal neceswy may be called by the executiw ba.rd.
2. Members who are wuable to attend a ntgular IICheduled meeting should notify the _,_ry(e) of the esc at least
two dayt before the meetifts, ~in unuBual circumstances (aee #10 memberihlp).
3. Mem'bert 1hould 1u'bmit 9nda items to the -=retary(t) two weeks prior to the scheduled 1111111tlng date.

4. Meetings will be open for all ~larly scheduled meeting datee (unless otherwise publiciZed). Guest& may be
lnvitedlo addrett a tpecitic topic.
~
5. A quorum for holding a meetins and condw:ting buein888 &hall be~ plu• one of the wttns memberlhlp.

~

6. Matters requiring a vote will be carried out~ a majority (except amendments to the B~Lawa, see #11). Voting by
coundl member&l\ip will be by show of hands unles5 voting by ballot is deemed by the chair.

1. Ad hoc;: eommittees may tJ. appointed 111 na:easary to fac:ilitate the business o£ the council. Members maf be
api:J2ted with council approvaL The chairs of ad hOc committees ate Nquired to •ttend. resW!t monthly~
of
untll completion of tatk. Ad hoc committee memberllhall report to the whole coundl prior to taking any

oflldal actton.

8. Standing mmmittaa mmnbe!s will he appointad at tha ~nning of each •*emic year or as neceuary by vote of
the counal (Bee ft6) to serve a tru-.year term. All claeelfied emptoyees are ellgible to 5ei'YI! on university standing
CDIIID\ittees.

9. Minutes 8.J!cl agendu will be sent •c:h month to all c:oW\Cil members, the MONITOR. Executive Director o£
PenoMel SerYices, and other s:equesteclKUests. Minutes wW be avllilable for all classified staff ernP.loyees, the
Vice President for Operations, the Center for Archival CoUec:tions, the Board of Trusteee and the Presiiient.
10. Action taken by the council will be In the £onn of recommendations to the Pmident's designee.
11. Amendments to the By-Laws of the esc will be made only at a regular or special meeting of the esc and with
conc:ummc~e by thJee.fDwths of the council in attendance.
12. Membeni 11haU aJwa)'l! ra~ theNgge~~tions, ideas, wmments and cxm~ of other memberl in the duratiOn of
allll'U!etlnp. We ate the people's c:holee, representizls all daeelfted employees as a prmeulonal aeam.

(7/94)
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Bylaws of the Faculty Senate
Page lof2

BYLAWS OF TID!: FACULTY SBNATB

A. The order ofbuaineaa of the Faculty Senate shall be aa follows:
1. Call to order
2. Roll call by the Secretary
3. Announcement. by the Chair of the Senate

4. Communications with the President and/or VPAA or designated
repreaentative(a)
·•

5. Communication• with the atudent body Preaidenta or their representatives
8. Completion of pending buaine••
'1. Reports from Senate committees

8. New bv.aineee
9. lnv.ea and Con cams
10. Adjoumment

B. Items not on the aaenda may be diiiC\lned under ilsuea and concerns. A motion on
such an item cannot be considered until a two-thirde vote of those Senatore present
app'I'OVte a motion so to proCHd.
C. Minv.te1 and proceedings of the Senate, or summaries thereof. shall be distributed to
all University facv.lty memben. Copies of the arenda for forthcotning Senate
meetinaa shall be dietribv.ted to all Univeni~ faculty members.

D ·~ v~ on_ct.li~r-tiona b4ilfore.t'he Senate,thallbe-reatrictedto-tho~··PHIInt. A roll
vote Ot the Faculty Senate shall be taken only when -ordered by a vote of one-fifth
of those Senatol'l preHnt and legally entitled to 'V'ote escluding blank• or absentions.

wl

£. Provisions for vacancies among Senate Officer•:
1, if' the Chair should reaign or be otherwise unable to aerve, the Vioe Chair ahall

become Chair;

·

2. It the Vice Chair ahould become Chair under the provisions ofl.l, immediately
above. be/abe aball be Chair for the remainin1 portion of the academic year. If
acceaaion to the office of. Chair take• plaee before Janv.ary 1, he/she shall cease

bein1 ChaiJ' at the end
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or the cu.rrent academic year; if such accesaion occurs on
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or after January 1, htlahe shall be Chair far one full academic year
additionally;
3. it the office ot Vice Chair or Secretary becom11 vacant for any reaaone, the
Senate ahall immediatelf elect a Vice Chair or Secretary. They ahall complete
their tenna ae if they have been aetving·for the fWl year;

4, in the event that both the ChaiP and the Vioe Chair shall be unable to serve. the
President., as ex officio member, shall preside for the purpose of electing a Chair
and Vice Chair.
P. An elected Senate member on official Univenity leave for one academie year,
whose remaining term of oflice is concurrent with hialher leave, or utenda le11
than one academic year beyond the expiration of t'!lch leave, shall be deemed to have
-vaaated hiaJher office.
G, An elected Senate member on official University leave not to exceed one academic
year, and whose tenn of office extend a for at leaet one academic year beyond the
ezpiration of his/her leave, shall be replaced during hi&lher absenoe by the
appl'Oprlate collep or school.
H. An. elected Senate member not on official University leave absent from more than
two regular or more than two on-call or specially-called Senate meetinrs. whether
with an altemate ot not, in one academic yeaJ" ahall be dee~ned to have vacated
hialher office. Ha!She shall not be eligible for appointment to fill any Senate
vacancy for a period of one academic year.
I. All vacancies in the elected membership or the Senate shall be filled by the
appropriate University body, who shall appoint the next elieible penon as defined in
Arti~l• IV. Sections 1 and 2 f'or the remainder of the academic year. If the wcancy
esceeda oqe year, then the remaining year(s) of the term shall be filled by election at
the replar t.ime of elections.

J. Upon election each Senator, Oft'lcer of the Senate, and (or) committee melnber of' the
Senate shall assume the d'!ltiea of the oftice immediately followinr the tlnal
commencement of the academic year.
K. The academic year ia herein defined u the time period covered by the fall and
1pring semesters.
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Administrative Staff Council Agenda
April 6, 1995, 1:30 p.m.
Campus Room of the Community Suite, Un ·
1. Call to Order
2.

Introduction of Substitutes

3. Guest Presentation

4.

Approval of Minutes

5. Chair's Report
6.

~ yY\ ~ ~ f

Chair-Elect's Report

7. Secretary's Report

v

m~

I

8. Committee Reports:
/)y-.,_\
Amendments ~ ~
External Affairs
~_
Ferrari Award ~
Internal Affairs
AA--"L . _ - - - V ~'
Personnel Welfare y.- ~
Professional Development
Salary
-Scholarship 9. Old Business
10. New Business

11. Good of the Order
12. Adjourn

\~ ~
v~~

•

I

rn \
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ADMINISTRATIVE STAFF COUNCIL MINUTES
April 6, 1995

Members Present

Bryan Benner, Ann Betts, Marilyn Braatz, Cindy Colvin,
Wayne Colvin, Dave Crooks, Judy Donald, Pat Green, Sharon
Hanna, Judy Hartley, Pat Kania, Ken Kavanagh, Barb
Keeley, Marcia Latta, Joseph Luthman, Lauren Mangili, Gail
McRoberts, Penny Nemitz, Amy O'Donnell, Ed O'Donnell
Barry Piersol, Diane Regan, Dave Sanford, Gary Swegan, Jack
Taylor, Denise Van De Walle, Deb Wells, Sabrina White,
Duane Whitmire, Jeanne Wright, Mary Beth Zachary

Members Absent
Who Sent
Substitutes

Lee McLaird for Susan Hughes

Members Absent

Kathy Arrowsmith, Brad Browning, Robert Carlisle, Jacque
Daley-Perrin, Jeffrey Grilliot, Rich Hughes, Lona Johnson,
Greg Jordan, Patricia Koehler, Judy Paschalis

Call to Order: The meeting was called to order at 1:32 p.m. by Chair, Pat Green.
Approval of Minutes: Mary Beth Zachary moved, Jeanne Wright seconded, and the
minutes were approved as distributed.
Chair Report:
see attached
Secretary's Report:
Bylaws committee will be meeting soon. Please review by-laws and call Barb Keeley with
suggestions, concerns, and/or comments.
Ferrari Award
Committee meeting to update letter and prepare for the mailing.
Personnel Welfare
Committee is looking into the following issues: benefits for part-time staff, support and
reward for staff who get advanced degrees, differences in benefits between administrative
and classified staff.

9'f-

Professional Development
Staff are encouraged to join the first Nationwide Heart Attack Study. Appointments for
screenings must be made and should only take 15 minutes. For more info see your ASC
representative or call Diana Shamp, Employee Benefits supervisor at 2-2115.

Scholarship
Committee will meet to determine candidate to be interviewed after ASC meeting.
Recipients should be notified. by the end of April. One $1000 award will be given as well
·
as 3-4 book scholarships.

External Affairs
The dance for senior citizens in February was canceled and will be held at a later date. More
information will be forthcoming.

Internal Affairs
Internal Affairs identified 3 areas of discussion for small groups. The council broke into
groups and discussed survey recomendations.
Comments and issues from the small groups:
Internal Affairs Committee:
Chair of Internal Affairs should be chosen by the committee
Administrative Staff Reception:
Change reception to later in the fall or make it a breakfast
Engineer reception to make it more friendly to new members
Council Representatives:
Evaluate election process
How are constituent groups formed?
If you represent the people you work with it makes the process easier
Consider having representatives bring one constituent to each counci
meeting
Have the representatives meet with their constituents early in the year
Create constituent groups and have them elect their representatives
Don't count a council member absent when a substitute attended in his/her
place
More orientation for new members
Perhaps have at-large representatives

Old Business:
The request was made to put salary philosophy on the ASC agenda early next year. A
suggestion was also made to do surveys of all administrative staff, not only related to
raises, but also to consider what else motivates employees.
Meeting adjourned at 3:00p.m.

•

Administrative Staff Council
Chair's Report
April 6, 1995

1. Presidential Search Process

I want to thank the members of Council who were able to attend the meetings with the
candidates for president. Over half of ASC was represented at these meetings. I really appreciate the
effort especially on such short notice and with all the busy schedules.
2. Salary Recommendation
A number of staff members have called me to express concern about our salary recommendation.
There is particular concern over the lump sum recommendation. Executive Committee has discussed how
to best handle the salary issues next year and decided it would be best to start to discuss the concepts
several months in advance so members of Council can get input from constituents. It is further
recommended that ASC send forward only one recommendation rather than several scenarios.
3. Mercer Study
The steering committee for the Mercer Study has begun to meet to review the results of the study
for accuracy. The committee will also recommend policies and procedures Next Monday the committee
meets to establish a timeline to complete review. It is the intention of the committee to review each
position for accuracy. More information will be available after Monday's meeting.
4. Performance Evaluation Committee
The committee, which has not met in quite a while, will be meeting on Friday, April 21 to
discuss next steps. The committee will be looking at the ASC Handbook to decide if the process in the
ASC Handbook should be followed.
5. Resolution for President Olscamp
The Executive Committee has decided that we should present a resolution to President Olscamp
at the May Board meeting to acknowledge his support of ASC during his tenure here.
6. Health Care Issues
There are still some concerns about the processing of claims and dental bills being denied. We
will still try to work with the necessary persons to get some of the continuing issues resolved.
7. Board of Trustees Meeting
Bryan and I attended the Board meeting at Firelands on Friday, March 31. Our colleagues there
send their regards. The biggest issue was the discussion of the Apple leasing agreement. The Board is in
favor of keeping up with technology, but is concerned with the financial aspects of the agreement. The
Board is in favor of continuing to examine ways for the campus to position itself at the forefront of
technology.

Administrative Staff Council Agenda
May 4, 1995, 1:30 p.m.
Alumni Room, University Union

1. Call to Order
2. Introduction of Substitutes

3. Guest Presentation
4. Approval of Minutes
5. Chair's Report
6. Chair-Elect's Report
7. Secretary's Report
8. Committee Reports:
Amendments
External Affairs
Ferrari A ward
Internal Affairs
Personnel Welfare
Professional Development
Salary
Scholarship

9.

Old Business

10.

New Business

11.

Good of the Order

12.

Adjourn

ASC
Chair's Report
May4, 1995
1. Mercer Position Analysis
The steering committee has begun reviewing each position. We have started with 100 positions
that we initially questioned. We are reading each survey and providing our own evaluation. The
committee evaluations will be compiled, compared to the recommended pay grades and make
recommendations about the grade levels of positions. We will eventually do this with every
administrative staff position. There is a subcommittee working on establishing the appeals process and
another subcommittee working on developing policies and procedures on issues such as promotions,
upgrades, transfers, etc. I feel very good about this process. Having a·committee o{peers review all
these positions gives us a chance to be involved in the process rather than just be told the results. I
believe there will be fewer appeals as a result.

2. Performance Evaluation Process
The committee to create a standard performance evaluation fo·r all administrative staff met
and have decided to wait until the fall after the arrival of Dr. Ribeau. In the meantime vice presidents
will be advised to review the ASC Handbook and follow the guidelines already established for this
year and next. If you have not had a performance review, please tell your supervisor that you want one
very soon.
3. Proposed Handbook Changes
I spoke with Vice President Martin about the status of our proposed handbook changes. The
ones dealing with salary issues are on hold pending the results of the position analysis study. The natal
leave and family leave proposals are still being reviewed by the Nancy Footer. Tomorrow's Board
meeting is the one where handbook changes are being recommended. Vice President Martin assured me
that any changes as a result of our recommendations will be acted on as they come up. The only change
being approved tomorrow results from a recommendation from classified staff about personal leave.
Classified staff proposed that personal leave be charged in minimum units of one hour instead of two.
This is being approved for both classified and administrative staff.
4. June Meeting
The June meeting will be a combined meeting with new council members present. I would like
each committee chair to be prepared to describe the work of your committee so we can have committee
sign-up next month. Executive Committee has determined that committees could begin working in the
summer, especially those that have timelines like PWC. Final committee reports are also due by the
June meeting.
5. Salary Presentation
On May 18 I will be presenting our salary proposal to the combined FSBC and UBC. Faculty
Senate requested an opportunity to speak about salary to these committees. It was decided to include all
constituent groups. I asked Barry to give the presentation, but since he will be out of town I will go in
his place. I will be meeting with Barry before that meeting to talk about the presentation. Today's
discussion may be helpful for that meeting.
6. Market Adjustments
Some staff have expressed concern that they have not received the results of their market
surveys from Personnel. The results were supposed to be completed in March. John Moore told me they
are working on these and the results will be completed in plenty of time for consideration for this year's
pool.

ADMINISTRATIVE STAFF COUNCIL MINUTES
May 4, 1995

Members Present

Kathy Arrowsmith, Bryan Benner, Ann Betts, Marilyn Braatz,
Cindy Colvin, Brad Browning, Robert Carlisle, Cindy Colvin,
Wayne Colvin, Dave Crooks, Jacque Daley-Perrin, Jeffrey
Grilliot, Pat Green, Sharon Hanna, Judy Hartley, Lona
Johnson, Pat Kania, Barb Keeley, Marcia Latta, Joseph
Luthman, Lauren Mangili, Gail McRoberts, Amy O'Donnell,
Ed O'Donnell, Diane Regan, Gary Swegan, Jack Taylor,
Denise Van De Walle, Deb Wells, Sabrina White, Duane
Whitmire, Jean Wright, Mary Beth Zachary

Members Absent
Who Sent
Substitutes

Lee McLaird for Susan Hughes, Paul Lopez for Patricia
Koehler, Deb Knigga for Penny Nemitz, Peg Bucksky for Judy
Paschal is

Members Absent

Judy Donald, Rich Hughes, Greg Jordan, Ken
Kavanagh, Barry Piersol, Dave Sanford

Call to Order: The meeting was called to order at 1:32 p.m. by Chair, Pat Green.
Approval of Minutes
Ed O'Donnell moved, Deb Wells seconded, that the minutes be approved as distributed.
Chair Report: see attached
Chair-Elect Report:
The Mercer Study process is being completed in a very thorough manner.
Secretary's Report:
The ballots for chair-elect and secretary went out May 3rd. A final ballot to elect Executive
Committee will go out as soon as the chair-elect and secretary are finalized.
Amendments:
See attached draft. The committee would like comments and will propose changes at the
June Meeting.
Ferrari Award:
Letter soliciting nominees is ready and will go out next week.

Personnel Welfare
They are working to collate a hand out comparing the benefits of the three constituent
groups.

Professional Development
There will be another health screening available again in the Fall. All200 appointments
were filled for this offering.

Salary: (See old business and attachment)
Internal Affairs
The committee met and summarized the focus group results from last month.
Their recommendations were:
a) An internal affairs officer should be appointed.
b) Wait to change the reception format until after the new administration is in place.
c) Emphasize council members communicating with constituents.
d) Develop mentor-mentee program for new council members.
e) Defer work on election and term issues until next year.

O!d Business:
Salary Discussions- council members reported what constituents had expressed. Some
general questions, suggestions, and concerns were:
a) Council should draft a position statement.
b) Explore non-monetary rewards; survey administrative staff to see what they
might like.
c) Salary inequities should be made up up through the market adjustment process.
d) Salaries are not keeping up with inflation.
e) Can we do anything before Mercer Study is finalized?
f) What about multi-year contracts as a merit reward.
g) Unless the percentage of a raise in a given year is above the rate of inflation just
give cost of living raise.
h) Talk to new president about his views on compensation.
i) Merit should be available in salary increases.
Meeting adjourned at 2:50 p.m.
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MEMORAJ'illUM

ro:

Administrative Staff Council Members

FROM:

Bylaws Committee
Barb Keeley
Sharon Hanna
Mary Beth Zachary
Proposed Amendment to the Bylaws-Additions are in bold type

RE:-

Article 1: Meetings
Section 1:

Regular Council Meetings

The executive committee will determine which issues are minor and which
are major. iV1inor issues may be read and voted on at the meeting. Major
issues will have two readings: At the first reading the council may ask
questions in order to clarify any part of the proposal and the proposal may
be debated, refined and/or amended. At the second reading there may be
discussion and debate. If the proposal is amended, the chair will determine
if the change is significant enough to warrant additional r.:view by
constituents. A vote may be taken following the second reading.
Section 5:

Alternates at ASC Meetings

Alternates [may] will be designated by an Administrative Staff Council member who finds
that attendance at an Administrative Staff Council meeting is not possible. Alternates must
be chosen from the vice presidential or presidential area represented by the council member
and must be identified to the Administrative Staff Council chair prior to the beginning of the
meeting. An alternate so chosen and so identified may participate in discussion, initiate
motions and vote on all issues, save those involving amendment to the charter or by-laws_
[Alternates may replace any single council member no more than times in one year.]
(delete)
Section 6:

Attendance Policy

(Delete first paragraph and add:)
Each Administrative Staff Council Member must select a designated
alternate who may substitute for the said ASC member. If the designated
alternate is unable to attend, another member from the appropriate vice
presidential or presidential area should be chosen. A member who is absent
in excess of three regular meetings who has not sent an alternate will be
designated as absentee.

lo-:2 .

Article 2: Committees
Section 2:
(add)
I.

J.

ASC Standing Committees

Internal Affairs would be responsible for the following:
-Develop and update as necessary an orientation program for new
employees and new ASC members; compose and update
history of ASC and make part of orientation packet
-Study ways to recognize administrative staff and work to develop
recognition of awards obtained
-Respond to concerns regarding the structure and/or configuration
of regular ASC meetings
External Affairs would be responsible for developing the. following:
-Ideas for community involvement projects for
administrative staff
-Provide assistance for BG Effect
-Develop ways to improve opening day activities for administrative
staff
-Work on public relations with other groups on campus and off
campus and with media
-Develop a survey of administrative staff regarding awards,
community involvement, opening day.

Article 8: Quorum
Section 1:

ASC and ASC Committees

For the conduct of ASC or committee business, a quorum shall consist of [exist of a
majority of Administrative Staff Council or committee membership] a • vote of
council membership.
-7j 1.S
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BGSU ADMINISTRATIVE STAFF SALARIES: 1994·95
DISTRIBUTION BY RANGE AND AVERAGE SALARIES

1994-95 Salary Range
From
To
Below $16.000 per year

Number
in Range

Cumulative
Number Down

Cumulative
Number Uo

11

11

449

$16,000

$19,999

24

35

438

$20,000

$24,999

39

74

414

$25,000

$29,999

59

133

375

$30,000

$34,999

98

231

316

$35,000

$39,999

60

291

218

$40,000

$44,999

56

347

1 58

$45,000

$49,999

32

379.

102

$50,000

$54,999

22

401

70

$55,000

$59,999

9

410

48

$60,000

$64,999

14

424

39

$65,000

$69,999

7

431

25

$70,000

$74,999

5

436

18

$75,000

$79,999

437

13

$80,000

$84,999

7

444

12

$85,000

$89,999

3

447

5

2

449

2

$90,000 & Above

Total Number of Admin Staff

449
~

Average Salary for All 449 Administrative Staff
Number With Salary Higher Than Average
Number With Salary Lower Than Average

$37,621
186

Average Salary for 438 Administrative Staff (;::::$16,000)
Number With Salary Higher Than Average
Number With Salary Lower Than Average

$38,215
G)
177
40 10
261 (oO~-v

263 5

Lf I -;-v

q 0:

IJGSU Administrative Staff Salary Average and Distribution 1992-93

BGSU ADMINISTRATIVE
STAFF SALARY SUMMARY
FOR SPRING 1992-93

WSTRIB UIIQ~

CQUtlT ltl RAtlQe

Below average
Above average

253
170

Below 20,000
20,000-24,999
25,000-29,999
30,000 - 34,999
35,000-39,999
40,000-44,999
45,000-49,999
50,000- 54,999
55,000-59,999
60,000-64,999
65,000-69,999
70,000- 74,999
75,000-79,999
80,000- ~4.999
85,000-89,999
90,000 - 94,999
95,000- 99,999
100,000 & above

. 36
43
87

TOTAL

423

(Main+ Firelands)

'1o
"Jo
1/1
~

Note: June, 1993 Salary uses 1993-94 base (92-93*1.033 + 1040) except where
adjusunents were reported to BOT personnel changes.

Source: FACSTAFF 9293; "Personnel Changes", Board of Trustees.
VPPB/OIPR:TK:6/29/93:Admin Salary 9293 SUMRY(6/93)
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15 (_
54
42
27
15

17
7
8
1
7
1

2
0
0

?q
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May 4, 1995 ·

i'vfEMORAt'1DUM

ro:

Administrative Staff Council Members

FROM:

Bylaws Committee
Barb Keeley
Sharon Hanna
Mary Beth Zachary

RE:.

Proposed Amendment to the Bylaws-Additions are in bold type

Article 1: Meetin2s
Section 1:

Regular Council Meetings

The executive committee will determine which issues are minor and which
are major. Minor issues may be read and voted on at the meeting. Major
issues will have two readings. At the first reading the council may ask
questions in order to clarify any part of the proposal and the proposal may
be debated, refined and/or amended. At the second reading there may be
discussion and debate. If the proposal is amended, the chair will determine
if the change is significant enough to warrant additional review by
constituents. A vote may be taken following the second reading.
Section 5:

Alternates at ASC Meetings

Alternates [may] will be designated by an Administrative Staff Council member who fmds
that attendance at an Administrative Staff Council meeting is not possible. Alternates must
be chosen from the vice presidential or presidential area represented by the council member
and must be identified to the Administrative Staff Council chair prior to the beginning of the
meeting. An alternate so chosen and so identified may participate in discussion, initiate
motions and vote on all issues, save those involving amendment to the charter or by-laws.
[Alternates may replace any single council member no more than times in one year.]
(delete)
Section 6:

Attendance Policy

(Delete first paragraph and add:)
Each Administrative Staff Council Member must select a. designated
alternate who may substitute for the said ASC member. If the designated
alternate is unable to attend, another member from the appropriate vice
presidential or presidential area should be chosen. A member who is absent
in excess of three regular meetings who has not sent an alternate will be
designated as absentee.

Article 2: Committees
Section 2:

ASC Standing Committees

(add)
I.
Internal Affairs would be responsible for the following:
-Develop and update as necessary an orientation program for new
employees and new ASC members; compose and update
history of ASC and make part of orientation packet
-Study ways to recognize administrative staff and work to develop
recognition of awards obtained·
-Respond to concerns regarding the structure and/or configuration
of regular ASC meetings

J.

External Affairs would be responsible for developing the following:
-Ideas for community involvement projects for
administrative staff
-Provide assistance for BG Effect
-Develop ways to improve opening day activities for administrative
staff
·
·
-Work on public relations with other groups on campus and off
campus and with media
-Develop a survey of administrative staff regarding awards,
community involvement, opening day.

Article 8: Quorum
Section 1:

ASC and ASC Committees

For the conduct of ASC or committee business, a quorum shall consist of [exist of a
majority of Administrative Staff Council or committee membership] a~ vote of
council membership.

-1"3'.1
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BGSU ADMINISTRATIVE STAFF SALARIES: 1994-95
DISTRlBUTION BY RANGE AND AVERAGE SALARIES

1994-95 Salary Range
To
From
Below $16,000 per year

Number
in Range

Cumulative
Number Down

Cumulative
Number Up

11

11

449

$16,000

$19,999

24

35

438

$20,000

$24,999

39

74

414

$25,000

$29,999

59

133

375

$30,000

$34,999

98

231

316

$35,000

$39,999

60

291

218

$40,000

$44,999

56

347

1 58

$45,000

$49,999

32

379

102

$50,0,00

$54,999

22

401

70

$55,000

$59,999

9

410

48

$60,000

$64,999

14

424

39

$65,000

$69,999

7

431

25

$70,000

$74,999

5

436

18

$75,000

$79,999

437

13

$80,000

$84,999

7·

444

12

$85,000

$89,999

3

447

5

2

449

2

$90,000 & Above

Total Number of Admin Staff

449

Average Salary for All 449 Administrative Staff
Number With Salary Higher Than Average
Number With Salary Lower Than Average

$37,621
186

Average Salary for 438 Administrative Staff (~$16,000)
Number With Salary Higher Than Average
Number With Salary Lower Than Average

$38,215
~
177
'-1 0 10
261 ~0~-v

263

fh
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BGSU Administrative Staff Salary Average and Distribution 1992-93

BGSU ADMINISTRATIVE
STAFF SALARY SUMMARY
FOR SPRING 1992-93

WSTRIBUIIQN

CQUt:!T It:! RANQB

Below average
. Above average

253
170

(Main + Firelands)

~

Below 20,000
20,000. 24,999
25,000.29,999
30,000. 34,999
35,000. 39,999
40,000.44,999
45,000-49,999
50,000- 54,999
55,000-59,999
60,000-64,999
65,000-69,999
70,000. 74,999
75,000-79,999
80,000 • 84,999
85,000.89,999
90,000. 94,999
95,000- 99,999
100,000 & above

. 36
43
87
:75 <..
54
42
27
15

TOTAL

423

Note: June, 1993 Salary uses 1993-94 base (92-93*1.033 + 1040) except where
adjusunents were reported to BOT personnel changes.

Source: FA CSTAFF 9293; "Personnel Changes", Board of Trustees.
VPPB/OIPR:TK:6/l9/93:Admin Salary 9293 SUMRY(6/93)

I qq.)- 3

-59 ~0
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17
7
8
1
7
1
2
0
0

1
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I 16 &.
~

'i I

P-9S

fO'f
L ..l

Bowling Green State University

University Computer Services

209 Hayes Hall
Bowling Green, Ohio 43403-0125
(419) 372-2911
Fax: (419) 372-7723

MEMORANDUM

TO:

Pat Green, Chair
Administrative Staff Council

FROM:

Judy Donald
Barb Keeley
Pat Koehler
Marcia Latta
Joe Luthman
Ed O'Donnell
Denise Van De Walle
Duane Whitmire, Chair
ASC Personnel Welfare Committee

RE:

Annual Report for 1994-95

May30, 1995

The Personnel Welfare Committee fulfilled its charge of reviewing the
Administrative Staff Handbook and studying and recommending Council action on
matters involving general salary policies, benefits, performance evaluation, and
policies and procedures which affect the functioning of administrative staff in their
positions. Most of the original goals established by the Executive Committee for
PWC to consider this year have been accomplished.
Specific actions were recommended in the following areas

• developed a time line for ASC submissions for Handbook changes
• proposed a Handbook addition for the "Assumption of Additional Responsibilities"
• proposed a Handbook addition for "Equity Adjustments"
• proposed a Handbook addition for "Interim/Acting Appointments"
• proposed Handbook revisions for "Market Adjustments"
• proposed Handbook revisions for "Promotions"
• proposed Handbook revisions for "Family and Medical Leave Act (FMLA)" Policy
• proposed Handbook revisions for "Natal" Policy
• developed a "Synopsis of Benefits for Part-Time Administrative Staff, 12 Month
Permanent Part-Time Classified Staff, and Part-Time Faculty" (see attachment)

/(0

PWC committee members participated on the following committees that
have a direct or indirect impact on administrative staff
o

Judy Donald is a member of the Administrative Performance Evaluation
Committee

o

Chairs of the PWC committees of Administrative Staff, Classified Staff, and
Faculty Senate met to identify areas of mutual concern

o

Barb Keeley is a member of the BGSU Health Care Task Force and the Insurance
Appeals Committee

o

Duane Whitmire is participating in the BGSU Administrative Staff Job Analysis
and Compensation Plan Committee (Mercer Group Study)

The following items were brought to PWC this year and varying degrees of
discussion occurred but no formal action was taken. Therefore, the topics
listed below should be considered possible carry over items for
consideration by next year's PWC.
o

"Dollar Recognition of Degrees"- finish the survey that was started

o

"Time Differentials for Administrative Staff at 'Sister' Universities"- finish the
survey that was started

0

increasing the number of days for payment of accumulated sick leave upon
retirement

o

pro-rating of benefits for part-time employees for all constituent groups (see
attachment)

o

increasing the number of vacation days based on length of service (e.g. perhaps 25
days a year for those with greater than 20 years of service)

o

fee waivers beyond five years for dependents of retirees

o

multiple year contracts (especially for long-term employees)

o

establishing a Day Care advisory board to assist in the formulation of policies and
assessing the needs of constituents as the Day Care facility comes into existence

It has been a busy and productive year for PWC. Hopefully, the central
administration will take action on the recommendations that have been made. If
you need any additional information, please feel free to contact us.
pc:

Bryan Benner
Greg Jordan
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Synopsis of Benefits for Part-Time Administrative
Staff, 12 Month Permanent Part-Time Classified Staff,
and Part-Time Faculty

Admin Staff

Class Staff

Faculty

Retirement benefits depend upon years of service
age, highest three-year salary and payment
options

X

X

X

Sick leave accrues on a pro-rated basis

X

X

X

Benefit Provided

X

Holiday pay (one and one-half times)
Vacation accrues on a pro-rated basis

X

X

Military leave up to 31 days a year

X

X

Jury duty

X

X

X

Parking decal

X

X

X

Fee waivers on a pro-rated basis for
the employee

X

X

X

Travel reimbursement

X

X

Workers' compensation

X

X

Unemployment compensation

X

X

Discounts with ID card

X

X

Special leaves of absence (voluntary)

X

X

Employee Assistance Program

X

X

Employee Recognition - Staff Awards

X

X

Maternity leave

X

X

Personal leave

X

X

Fee waivers for dependents

X

X

X

X

Health care

Thanks is expressed to Shirley Colaner, Gerri Otley, and Norma Stickler
who provided information for this synopsis-DEW 5/10/95

Bowling Green State University

Administrative Staff Council
Bowling Green, Ohio 43403-0373

May 31,1995
Memorandum
To:

Administrative Staff

From:

Pat Green, Chair

tJ

I wanted to take one last opportunity to bring you up to date on the various issues we have been working
on this year and what will overlap with next year since my term of office will end on June 1. I also want

to take the opportunity to thank all the members of Administrative Staff Council who have worked
very hard this year on your behalf. Council members this year have spent a great amount of time
working on ASC standing committees, University committees, interviewing presidential candidates,
and still keeping very busy in professional activities.
•

Market Adjusbnents
Staff who have requested a market survey should have received the results from Personnel by
now. The results have also been forwarded to the appropriate vice presidents. Please note that
Personnel does not make any recommendations to the vice presidents. Also, if a market survey indicates
a great disparity between your salary and the market, there is no guarantee you will receive that
amount. If you feel you are entitled to a market adjustment, discuss this with your supervisor who
should then take your case forward to the vice president.
•

Position Analysis (Mercer Survey)
A memo from the steering committee will be sent soon to all staff to fill in some details, answer
some questions and provide a timeline. The steering committee has been very busy reviewing each
position and raising questions when appropriate. Approximately 1I 4 of the positions have been
reviewed so far. As more information becomes available, staff will be informed. If you have any
questions, please feel free to contact a member of the steering committee. The work of the steering
committee will continue into next year through the appeals phase.
•

Recommendations for Handbook Changes
There has been no action from the Administrative Council regarding the proposed changes to
our handbook. Vice President Martin indicated that the changes dealing with clarification of salary
issues would be taken care of as a result of the Mercer study. The proposed natal leave and change to
the FMLA are being researched by Nancy Footer. ASC Executive Committee has indicated to Vice
President Martin that we would like, if possible, for the natal leave and FMLA changes to be acted on
by Ad Council soon so the changes could go forward to the Board of Trustees at the June meeting.
Realistically with the change in presidency and preparation for a transition period, Ad Council may
not get to our changes now. The new Executive Committee will continue to follow through on this.
•

Salary Recommendation
I was invited to speak to the Faculty Senate Budget Committee and the University Budget
Committee about our recommendations. I shared with them several of the comments that were brought
forth at the last ASC meeting which were representative of many staff members. This was a good
opportunity to express some of our ideas about how merit is distributed, amount of across the board
increase, and that all available money should be used for salary increases. There has been no action yet
on the new budget.

,-------------------- - - - - - - ---------------
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•

Standard Performance Evaluation
The committee established to create a standard performance evaluation tool has decided to
wait unit September to proceed. The committee would like to have an opportunity to present the
concept to Dr. Ribeau for his input.
•

ASC Scholarship Corpus
The goal this past year was to raise the ASC corpus to $35,000. The actual amount is
$34,141.20. Thank you to all staff who have contributed to this very worthwhile effort. We are so
close to our goal, it would be great to reach it this summer, so we can target a new goal for next year. It is
never too late to contribute! Please send any contributions to Carl Peschel and indicate ASC
scholarship fund.
•

Requests from Dr. Ribeau
ASC has received several requests from Dr. Ribeau. He has requested suggestions for the
theme, kinds of things people want to hear and issues addressed at Opening Day. ASC executive
committee will brainstorm this at a special meeting. Also, Dr. Ribeau has requested the names of
administrative staff members to serve on the search committee for a new Vice President for Academic
Affairs. The Executive Committee will make suggestions. We are all very pleased to be included and
look forward to future administrative staff involvement.

This past year has been a great experience for me. I have really enjoyed being chair of ASC and
representing so many talented and diverse staff members. I had many opportunities to meet new staff
and to become more acquainted with others. I want to thank those of you who have provided support
and encouragement. I have had many "interesting encounters" and some challenges as well.
Thanks to all of you and good luck in your future endeavors!!
PG:aaf
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Administrative Staff Council Agenda
June 1, 1995, 1:30 p.m.
Alumni Room, University Union
1.

Call to Order

2.

Introduction of Substitutes and new ASC representatives __...,

3.

ApprovalofMinutes

4.

Chair's Report

5.

Chair-Elect's Report

6.

Secretary's Report

7.

Committee Reports:
Amendments
External Affairs
Ferrari A ward
Internal Affairs
Personnel Welfare
Professional Development
Salary
Scholarship

8.

Old Business

9.

New Business

10.

Good of the Order

11.

Adjourn

-
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Chair's Report
June1,1995
Position Analysis (Mercer Report)
The steering committee wiii be sending a memo to all staff soon to update everyone on the
process, provide some details and give the timeline. The committee is in the process of evaluating the
results of every position and has completed about one fourth of the surveys. Subcommittees are also
working on establishing policies and procedures and the appeal process. Overall, the work of the
committee is going very well.
Salary Issues
I was invited to present our salary recommendations to the FSBC and UBC. It was a good
opportunity to share some of the discussion from the last ASC meeting. The committees asked several
questions about merit and across the board. I indicated that staff were overall in favor of merit,
however our posture is distribution of merit after a 3% across the board. I expressed our opinion about
the lack of uniform distribution of merit particularly in areas where people have no performance
evaluations. I also indicated that all available funds should be used for salaries.
Recommendations for Handbook Changes
A memo was sent to Vice President Martin requesting that the proposed changes to the
handbook (natal policy and FMLA) be discussed by Administrative Council in time for action at the
June 30 Board of Trustees meeting. This is probably unrealistic with all the activity taking place in the
transition to Dr. Ribeau. Exec will continue to follow up on this.

Committee Sign -up
Executive Committee has decided that due to timelines that standing committees should be
formed now and begin work during the summer. Please sign-up for a committee today.
Requests from Dr. Ribeau
We have received two requests from Dr. Ribeau so far. The first is to provide input about
opening day. He is inviting suggestions about the theme, kinds of things people expect to hear and
issues. Also, he is requesting the names of administrative staff to serve on the search committee for the
newVPAA.
Thanks
I want to thank you all for your hard work this year. It has been my pleasure to be the Chair of
such a wonderful group. I have really enjoyed my year. I have had numerous opportunities to get to
know people better and meet new people. I have had some "interesting encounters" and many
challenges. Of course, no one accomplishes all one wants to do, but I do believe we have made some
progress this past year. I wish you all well in the future and particularly wish Bryan and Gail the
best! They will do a wonderful job!!!

Chair's Report
Junel, 1995
Position Analysis (Mercer Report)
The steering committee will be sending a memo to all staff soon to update everyone on the
process, provide some details and give the timeline. The committee is in the process of evaluating the
results of every position and has completed about one fourth of the surveys. Subcommittees are also
working on establishing policies and procedures and the appeal process. Overall, the work of the
committee is going very well.
Salary Issues
I was invited to present our salary recommendations to the FSBC and UBC. It was a good
opportunity to share some of the discussion from the last ASC meeting. The committees asked several
questions about merit and across the board. I indicated that staff were overall in favor of merit,
however our posture is distribution of merit after a 3% across the board. I expressed our opinion about
the lack of uniform distribution of merit particularly in areas where people have no performance
evaluations. I also indicated that all available funds should be used for salaries.
Recommendations for Handbook Changes
A memo was sent to Vice President Martin requesting that the proposed changes to the
handbook (natal policy and FMLA) be discussed by Administrative Council in time for action at the
June 30 Board of Trustees meeting. This is probably unrealistic with all the activity taking place in the
transition to Dr. Ribeau. Exec will continue to follow up on this.

Committee Sign -up
Executive Committee has decided that due to timelines that standing committees should be
formed now and begin work during the summer. Please sign-up for a committee today.
Requests from Dr. Ribeau
We have received two requests from Dr. Ribeau so far. The first is to provide input about
opening day. He is inviting suggestions about the theme, kinds of things people expect to hear and .
issues. Also, he is requesting the names of administrative staff to serve on the search committee for the
newVPAA.
Thanks
I want to thank you all for your hard work this year. It has been my pleasure to be the Chair of
such a wonderful group. I have really enjoyed my year. I have had numerous opportunities to get to
know people better and meet new people. I have had some "interesting encounters" and many
challenges. Of course, no one accomplishes all one wants to do, but I do believe we have made some
progress this past year. I wish you all well in the future and particularly wish Bryan and Gail the
best! They will do a wonderful job!!!
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ADMINISTRATIVE STAFF COUNCIL MINUTES

Thursday, June 1, 1995

~1embers

Present Kathy Arrowsmith, Bryan Benner, Ann Betts, Marilyn Braatz, Robert

Carlisle, Cindy Colvin, \Vayne Colvin, Judy Donald, Pat Green,
Sharon Hanna, Judy Hartley, Susan Hughes, Lona Johnson, Greg Jordan,
Lauren Mangili, Amy O'Donnell, Ed O'Donnell, Barry Piersol,
Diane Regan, Jack Taylor, Deb \Yells, Sabrina White, Duane Whitmire,
Jean Wright, Mary Beth Zachary

New Members
Present

Deb Boyce, Tom Glick, Elayne Jacoby, Joyce Kepke, Inge Klopping,
Deborah Knigga, Paul Lopez, Becky McOmber, Joan Morgan, Sue
Perkins, Jan Peterson, Cindy Puffer, Carmen Castro-Rivera, Kent
Strickland, Betty Ward

·Members Absent

Brad Browning, Dave Crooks, Jacque Daley-Perrin, Jeffrey Grilliot,
Rich Hughes, Ken Kavanagh, Judy Paschalis, Dave Sanford,
Gary Sv,·egan, Denise Van De Walle

Call to Order:
The meeting was called to order at 1:30 p.m. by Chair, Pat Green.

Approval of Minutes:
Duane Whitmire moved, Joan Morgan seconded, that the minutes be approved as distributed.

Chair Reoort:
See attachment #1.

Chair-Elect Report:
Goal for corpus of the scholarship fund was $35,000. \Ve are almost there, if you haven't made a
contribution please consider making one.

Secretarv's Report: ,..
·-

Executive Committee election ballots have been counted. The following individuals will serve:
Academic Affairs-Barr)rPiersol
.
Operations-Ed O'Donnell
Planning and Budgeting- Joe Luthman
Student Affairs- Jack Taylor
University Relations-Pat Koehler ·
President's Area-Tom Glick
The results of the officer election were Joan Morgan, Chair-Elect and Gail McRoberts, Secretary.
The winners of the Academic Affairs run-off were Cam1en Castro-Rivera and Donna Nelson.
Congratulations to all!

Committee Reports:
Amendments
See attachment #2. Please note: Article 8 has been rewritten for clarity.

Ferrari Award
Application are being solicited. The winner will be announced at the Fall Reception.

Personnel Welfare
See attachment #3.

Professional Development
Jeanne \Vright-Their major task was to assist with the implementation of the Professional
Developmer.t Institute. The chair helped to select the participants. The committee helped to put
together a listing of all available development offerings. The committee also hosted the Winter
Gala program and promoted and assisted with the implementation of the National Heart Risk Study
on campus.

Salary
Barry Piersol-The committee began its work by comparing BGSU administrative staff salaries to
other comparable schools.

Scholarship
The Fall fundraising campaign to build the scholarship fund was successful. Twenty-nine students
applied for the scholarship. In addition to the application, students wrote a 500-800 word essay.
They also discussed how they plan to meet their financial need. Julie Ford was selected. She will
be invited to the Fall Reception.

External Affairs
External Affairs helped with the Open House, joined with the classified staff for a food drive last
year, and attempted to offer a senior dance.

Internal Affai1·s
Amy O'Donnell-This committee has been very busy this year working to make council function
better. They have surveyed constituents and held focus groups to obtain ideas from all
administrative staff members. The committee also developed a list of critical responsibilities of
administrative staff council members. The committee proposed that an Intemal Affairs Officer
position be created. (See attachment #4, list of responsibilities). Amy O'Donnell moved and Diane
Regan seconded a motion to create this position on a one year trial basis. The motion passed
unanimously.
Meeting adjourned at 3:00p.m.

Attachment #1
Chair's Report
Junel, 1995

Position Analysis (Mercer Report)
The steering committee will be sending a memo to all staff soon to update everyone on the
process, provide some details and give the timeline. The committee is in the process of evaluating the
results of every position and has completed about one fourth of the surveys. Subcommittees are also
working on establishing policies and procedures and the appeal process. Overall, the work of the
committee is going very well.
Salary Issues

I was invited to present our salary recommendations to the FSBC and UBC. It was a good
opportunity to share some of the discussion from the last ASC meeting. The committees asked several
questions about merit and across the board. I indicated that staff were overall in favor of merit,
however our posture is distribution of merit after a 3% across the board. I expressed our opinion about
the lack of uniform distribution of merit particularly in areas where people have no performance
evaluations. I also indicated that all available funds should be used for salaries.
Recommendations for Handbook Changes
A memo was sent to Vice President Martin requesting that the proposed changes to the
handbook (natal policy and FMLA) be discussed by Administrative Council in time for action at the
June 30 Board of Trustees meeting. This is probably unrealistic with all the activity taking place in the
transition to Dr. Ribeau. Exec will continue to follow up on this.
Committee Sign -up
Executive Committee has decided that due to ti.melines that standing committees should be
formed now and begin work during the summer. Please sign-up for a committee today.
Requests from Dr. Ribeau
We have received two requests from Dr. Ribeau so far. The first is to provide input about
opening day. He is inviting suggestions about the theme, kinds of things people expect to hear and
issues. Also, he is requesting the names of administrative staff to serve on the search committee for the
newVPAA.
Thanks
I want to thank you all for your hard work this year. It has been my pleasure to be the Chair of
such a wonderful group. I have really enjoyed my year. I have had numerous opportunities to get to
know people better and meet new people. I have had some "interesting encounters" and many
challenges. Of course, no one accomplishes all one wants to do, but I do believe we have made some
progress this past year. I wish you all well in the future and particularly wish Bryan and Gail the
best! They will do a wonderful job!!!
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Attachment #2

Bowling Green State University

Administntive Staff Council
Bowling Green, Ohio 43403-0373

May 17, 1995

MEMORAl\TDillv1

ro:

Administrative Staff Council Members

FROM:

Bylaws Committee
Barb Keeley
Sharon Hanna
Mary Beth Zachary

RE:

Proposed Amendment to the Bylaws - (Additions are in bold type)

Article 1:

l\1eetings

Section 1:

Regular Council :t-.·1eetings

The executive committee will determine which issues are minor and which
are major. Minor issues may be read and voted on at the meeting. Major
issues will have two readings. At the first reading the council may ask
questions in order to clarify any part of the proposal and the proposal may
be debated, refined and/or amended. At the second reading there may be
discussion and debate. If the proposal is amended, the chair will determine
if the change is significant enough to warrant additional review by
constituents. A vote may not be taken before the second reading.
Section 5:

Alternates at ASC Meetings

Alternates [may] will be designated by an Administrative Staff Council member who finds
that attendance at an Administrative Staff Council meeting is not possible. Alternates must
be chosen from the vice presidential or presidential area represented by the council member
and must be identified to the Administrative Staff Council chair prior to the beginning of the
meeting. An alternate so chosen and so identified may participate in discussion, initiate
motions and vote on all issues, save those involving amendment to the charter or by-laws.
[Alternates may replace any single council member no more than three times in one year.]
(delete)
Section 6:

.! cj.D

Attendance Policy

(Delete first paragraph and add:)
Each Administrative Staff Council Member must select a designated
alternate who may substitute for the said ASC member. If the designated
alternate is unable to attend, another member from the appropriate vice
presidential or presidential area should be chosen. A member who is absent
in excess of three regular meetings who has not sent an alternate will be
designated as absentee.

10\-l
Attachment 113

Bowling Green State University

1\lEMORANDUM

TO:

Pat Green, Chair
Administrative Staff Council

FROM:

JudyDonald
Barb Keeley
Pat Koehler
Marcia Latta
Joe Luthman
Ed O'Donnell
Denise Van De Walle
Duane Whitmire, Chair
ASC Personnel Welfare Committee

RE:

Annual Report for 1994-95

t:niversity Computer Services
209 Hayes Hall
Bowling Greet, Ohio 43403-0125
(419) 372-2911
Fax: (419) 372-7723

May 30,1995

The Personnel Welfare Committee fulfilled its charge of reviewing the
Adrrlinistrative Staff Handbook and studying and recommending Council action on
matters involving general salary policies, benefits, performance evaluation, and
policies and procedures which affect the functioning of administrative staff in their
positions. Most of the original goals established by the Executive Committee for
PWC to consider this year have been accomplished.
Specific actions were recommended in the following areas

• developed a time line for ASC submissions for Handbook changes
• proposed a Handbook addition for the "Assumption of Additional Responsibilities"
• proposed a Handbook addition for "Equity Adjustments"
• proposed a Handbook addition for "Interim/Acting Appointments"
• proposed Handbook revisions for "Market Adjustments"
• proposed Handbook revisions for "Promotions"
• proposed Handbook revisions for "Family and Medical Leave Act (FMLA)" Policy
• proposed Handbook revisions for "Natal" Policy
• developed a "Synopsis of Benefits for Part-Time Administrative Staff, 12 Month
Permanent Part-Time Classified Staff, and Part-Time Faculty" (see attachment)

Article 2:

Committees

Section 2:
I.

ASC Standing Committees

Internal Affairs will:
Develop and update the orientation program for the new ASC
members. This program will involve,v;'ritten information and
practical learning opportunities including the Mentor/Mentee program
and/or presentations or training seminars during or outside of
Council meetings. An overview of Council including committee
assignments, responsibilities, and accomplishments will be included.
\Vork toward developing ways to recognize administrative staff for
their accomplishments.
Respond to concerns and make recommendations about the
structure/configuration of Council meetings.
Examine the election process and make appropriate recommendations.

J.

External Affairs would be responsible for developing the following:
Ideas for community involvement projects for administrative staff
Provide assistance for BG Effect
Develop ways to improve opening day activities for administrative
staff
'Vork on public relations with other groups on campus and off
campus and with media
Develop a survey of administrative staff regarding awards,
community involvement, opening day.

Article 8:

Quorum

Section 1:

ASC and ASC Comrrrittees

To conduct ASC business, 2/3's of the ASC voting membership must be
present. A majority vote of those present is required to take official action.
Committee action may only be taken by a majority of the Committee's
membership.

PWC committee memb~r" JJarticipated on the following committees that
have a direct or indirect impact on a~inis:t:rn.t!·v'e staff

• Judy Donald is a l)"l~:iber of the Administrative Performance Evaluation
Committee
• Chairs of the PWC committees of Administrative Staff, Classified Staff, and
Faculty ::5enate met te identifv ;:~1"eas of mutual concern
• Barb Keeley is a member of the BGSU Health Care Task_ Force and the Insurance
Appeals Committee
--• Duane Whitmire is particip-ating in the BGSU Ad~striti--.·t. Star= J-JbAnalysis
and Compensation Plan Committee (Mercer Group Study)
The following items were brought to PWC this year and varying degrees of
discussion occurred but no formal action was taken. Therefore, the topics
listed below should be considered possible carry over items for
consideration by next year's PWC.
•

II

•

II

Dollar Recognition of Degrees"- finish the survey that was started

Time Differentials for Administrative Staff at 'Sister' Universities''- finish the
survey that was started

• increasing the number of days for payment of accumulated sick leave upon
retirement
• pro-rating of benefits for part-time employees for all constituent groups (see
attachment)
• increasing the number of vacation days based on length of service (e.g. perhaps 25
days a year for those with greater than 20 years of service)
• fee waivers beyond five years for dependents of retirees
• multiple year contracts (especially for long-term employees)
• establishing a Day Care advisory board to assist in the formulation of policies and
assessing the needs of constituents as the Day Care facility comes into existence
It has been a busy and productive year for PWC. Hopefully, the central
administration will take action on the recommendations that have been made. If
you need any additional information, please feel free to contact us.
pc:

Bryan Benrier
Greg Jordan

Synopsis of Benefits for Part-Time Administrative
Staff, 12 Month Permanent Part-Time Classified Staff,
and Part-Time Faculty

Benefit Provided

Admin Staff Class Staff

Faculty

Retirement benefits depend upon years of service
age, highest three-year salary and payment
options

X

X

X

Sick leave accrues on a pro-rated basis

X

X

X

X

Holiday pay (one and one-half times)
Vacation accrues on a pro-rated basis

X

X

Military leave up to 31 days a year

X

X

Jury duty

X

X

X

Parking decal

X

X

X

Fee waiv~rs on a pro-rated basis for
the employee

X

X

X

Travel reimbursement

X

X

Workers' compensation

X

X

Unemployment compensation

X

X

Discounts with ID card

X

X

Special leaves of absence (voluntary)

X

X

Employee Assistance Program

X

X

Employee Recognition - Staff Awards

X

X

Maternity leave

X

X

Personal leave

X

X

Fee waivers for dependents

, X

X

X

X

Health care

Thanks is expressed to Shirley Colaner, Gerri Otley, and Norma Stickler
who provided information for this synopsis-DEW 5/10/95
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Attachment 114

INTERNAL AFFAIRS OFFICER
RESPONSIBILITIES
The Internal Affairs Officer (lAO) position should be appointed on an ad hoc
basis for a year. The position should be reviewed then to determine whether
it should remain as an appointed position or become an elected position.
Changes in responsibilities would be suggested at that time.
F

The Internal Affairs Officer should serve as a liaison with Personnel
regarding changes to the administrative staff membership.
This person will be responsible for maintenance and distribution of the
constituent list. S/he will contact the appropriate ASC representative when a
new administrator is hired and and subsequently added to an individual's
constituent list. The lAO will encourage the representative to initiate contact
with the new administrative constituent.
This person will serve on the Internal Affairs Committee.
The lAO should attend Executive Committee meetings to stay alerted to
issues which should be forwarded to the Internal Affairs Committee, other
committees or to Council at large.
The lAO will help to improve the quality of administrative staff
representation by: monitoring the attendance policy; randomly surveying
constituents to assess representative accountability; and channeling concerns
to the appropriate committees.
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ADMINISTRATIVE STAFF
MERIT POLICY/PROCEDURE
The evaluation of job performance and the awarding of merit are
by their nature interrelated. Performing one's job at a satisfactory
level and in a competent manner is expected. Merit is to be awarded for
performance above and beyond that expectation.
Meritorious service may be represented by:
A.

Performance of basic responsibilities exceedingly
well, above expected levels, in one or more of the
following areas (80-90%)
1.
2~

3.
4.
5.
B.

Additional accomplishments not a part of the basic job
responsibilities (20-10%):

1.

2.
3.
4.

C.

subordinate or peer relationships
client relations
policy development
procedural innovation
exceptional performance in extreme situations

/ (_/ \.·'· :"•.
professional development
service to the University Learning Resources, or
the Library.

researc~/publication/presentations

initiation, development and implementation of
innovations.

Other events or circumstances worthy of note (to be detailed
separately; but included in A or B for merit consideration)

Procedure:
Annually, each administrative staff employee will submit to his/her
immediate supervisor a brief:written statement (outline is acceptable)
reporting meritorious~ service in categories A, B, C, listed above.
The repo~t is to cover the most recent calendar year, or the same time
period as the annual evaluation.
It is to be submitted prior to the annual
evaluation.
The immediate supervisor will assign a numerical rank from 1 (low) to 10
(high) for merit based on the written statements, the annual evaluation for
the same time period, and his/her own considered judgment, and report to the
Dean.
The Dean may, at his/her discretion, adjust the ranking up and or
downward not more than 2 points before awarding dollar amounts for merit.
Each employee will be advised of the dollar amount by the Dean prior to the
issuance of the next annual contract. The decision on merit money may be
appealed to the Dean.
NOTE: This policy/procedure is to be in effect for merit allocations for
the calendar years 1983, 1984, 1985 or until the Administrative Staff
Advisory Committee, or other appropriate body, develops another acceptable
instrument/procedure.

